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Preface 



T his book shows you the methods you can use to transfer 
information between Microsoft Word, Multiplan, Chart, and 
File. You will learn many advanced features of the programs that 
make your work easier when you combine the packages, and the 
paperwork that you producewithyourMacintosh will look better 
and take less time. 

If you use two or more Microsoft applications, you can pass 
data from one program to another. Because you can use the same 
information, you don't have to retype it each time you want to run 
a different program. 

TheMicrosoft documentation, however, does not cover in any 
detail the methods for transferring information among programs, 
even though most users find this capacity to be one of the best 
features of the programs. This book contains many tricks and hints 
that will help you move data quickly and efficiently. 



who Should Read 
This Book 



Businesses, both large and small, use the Macintosh for such 
traditional computer tasks as accounting, personnel record- 



keeping, and inventory. Multiplan, Word, Chart, and File are 
excellent programs for these kinds of business computing, and 
Microsoft's Business Pack (the four programs sold together) is a 
popular method for meeting most of a user's program needs. 

In business, you often need to create memos, reports, and 
presentations based on the data you keep in your computer. You 
often combine data from many sources to produce paperwork 
like quarterly reports, status memos, and financial presentations. 
This book will help you take data from all four of the Microsoft 
programs and produce professional documents. 

Although the book covers Word, Multiplan, File, and Chart, 
you will find the information useful even if you only own two of 
the programs. The in-depth coverage of passing data between the 
programs will help you to better understand the concepts used in 
the programs, and the examples in the second half of the book 
will show you many novel applications. 

This book will also help you if you own some of the Microsoft 
applications and are not sure whether you want to buy more. The 
business capabilities of each program are covered in depth, espe- 
cially as they relate to the other programs. By evaluating these 
capabilities, you can determine your needs for the other 
programs. 

While this book goes into detail about some of the features of 
the Microsoft applications, you may want to read more about 
individual applications. Osborne/McGraw-Hill's Macintosh edi- 
tions of Microsoft Word Made Easy by Paul Hoffman and Multi- 
plan Made Easy by Walt Ettlin give you step-by-step introductions 
to these two products. 



Hardware and Software 
Requirements 

The Microsoft applications described in this book run on any 
Macintosh. You can use a 128K Macintosh with a single disk drive, 
but 512K (or larger) and a second disk drive are recommended. If 
you have a great deal of data, a hard disk or a network (such as the 
Macintosh Office) will be very helpful. This book covers all ver- 
sions of the Microsoft programs at the date of printing. 



Organization of the Book 

Parti of the bookshowsyou each of the Microsoft applications in 
detail and covers all of the methods for passing data between 
them. Chapter 1 is an overview of the programs and the concepts 
used in connecting them. Chapters 2 through 5 cover Word, 
Multiplan, File, and Chart, respectively. Chapter 6 gives you 
details about how to make your data and text look better with 
MacPaint and MacDraw. 

Part II shows many finished examples that you can create by 
passing data between the programs. These practical business and 
scientific models include reports and memos covering a wide 
variety of data. 

Part III contains the appendices. Appendix A covers how to 
use Word, Multiplan, Chart, and File to their fullest extent on a 
variety of Macintosh hardware, and how to use other Apple 
software such as the Switcher with the Microsoft applications. 
Appendix B discusses many other programs (such as Microsoft's 
Excel and Lotus' J azz) that can handle the data you produce with 
the Microsoft applications. 

When you are finished with the book, you will know how to 
make the task of producing paperwork with your Macintosh less 
time-consuming. You will also be using Microsoft applications 
more efficiently and creatively. 



Paul Hoffman 
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Connecting 

The Applications 



T he six chapters in Part 1 review some important Macintosh 
concepts and familiarizeyou with theMicrosoft products and 
how they relate to one another. Chapter 1 is an overview of the 
Macintosh concept and the design elements that go into all soft- 
ware for the Macintosh. Each of the remaining five chapters 
discusses how one Microsoft program can be integrated with the 
others. Chapter 2 discusses Word, while Chapter 3 talks about 
Multiplan. ThetopicofChapter4 is File, and thetopicof Chapters 
is Chart. Chapter 6 discusses both MacPaint and MacDraw. 



1 



Overview 



B efore the Macintosh, personal 
< 




Microsoft Word 



^computers could exchange data 
between applications programs in only 
limited ways. The Macintosh's ad- 
vanced integration capability has pro- 
vided new opportunities for develop- 
ing fully integrated applications 
programs. Microsoft took advantage 
of this powerful feature to integrate 
Word^ Multiplan, Chart, and File. Using 
your Macintosh, you can transfer data among these programs to 
enhance your business productivity. This book explores some of 
the possibilities open to you to get the maximum efficiency from 
these Microsoft products and your Macintosh. 



Multiplan 





Microsoft File 



Microsoft Chart 



The Macintosh Concept 

Apple designed the hardware and software of the Macintosh well 
aware of the problems that microcomputer users faced. The other 
microcomputers in the world (including Apple's) required time 
to learn to use them. In addition, information created by one 
program could not easily be used in others. As the Macintosh 




Macintosh 
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design progressed, Apple decided to give software companies 
such as Microsoft an easy method for making their software easy 
to use and integrate— a standard user interface. 



The Standard User Interface 

Every program performs a different task, and the computer user 
must learn how to use each one. If the instructions differ from 
program to program (as they often do), learning to use each 
program is a long and tedious job. The more programs you buy for 
your computer, the more commands you are forced to remember. 

Apple decided that the best way to reduce this learning time 
was to design a standard user interface that was easy for every 
software manufacturer to include in its programs. A user interface 
is the method by which software communicates with the user; in 
the case of the Macintosh, the user interface includes the menus, 
scroll bars, and mouse. Each time a program tells you something, 
or you tell the program something, you communicate through 
the user interface. 

You may take the Macintosh's standard user interface for 
granted, but if you've used other microcomputers, you know how 
helpful it is. For example, your word processing program might 
requireyou topressthel key to quit the program andthe2 key to 
get help, whileyour spreadsheet program might requirethel key 
to get help and the 9 key to exit. W hen you ru n each program, you 
have to remember which key does what. 

With Macintosh software, you tell a program what to do by 
pressing the Mouse button on a menu title, dragging the mouse 
down to the option you want to execute, and releasing the Mouse 
button. 

All Macintosh programs have menus that are used in the same 
way. For example: 




In addition, many programs, including all of the Microsoft pro- 
ducts, also allow you to use command keys to specify some of 
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their operations. Holding down the command key (§g) while 
pressing another key is often easier than selecting functions from 
the menus. 

All this means ease of use. For example, if you use Word for 
word processing and you buy Multiplan to do spreadsheet calcu- 
lations, you will already know how to use many of Multiplanes 
features, since they are invoked the same way in Word. 

The standard user interface goes well beyond the use of 
menus and command keys, but it is not important to enumerate 
all of its advantages here. You should remain aware of it, though, 
so you will appreciate how it helps you learn to use applications 
programs quickly. 



The Clipboard [jp^ 

Quickly learning to use many applications programs is fine, but 

there is still another major hurdle in using software: getting your Clipboard File 

programs to share data. If you cannot use the results from your 

database program In your spreadsheet program, you haven't used 

your time efficiently. 

Apple designed a method that allows any program to read and 
write data used by any other program. TheC/ipboard is an area of 
the disk that a program can use to read and write information. I f 
you quit a program when there is information in the Clipboard 
and then run another program, the second program can read the 
information from the Clipboard and use it. In this way, programs 
can pass along almost any type of data. 

The Clipboard is discussed in depth later in this chapter since it 
is central to integrating theMicrosoft products. As you learn more 
about the Clipboard, remember that it is useful not only for 
Microsoft applications, but for all applications that run on the 
Macintosh. Appendix B discusses other manufacturers' programs 
that can read and write information in the Clipboard. 



Document Files 

Applications programs store data on 
disk in documents. A document file 
may contain text (for a word process- 
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Multiplan document 
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ing program such as Word) or pictures (for a drawing program 
such as Chart). However, most programs store data in formats that 
only they understand, so that a database program cannot read the 
text in a normal word processing document. 

Microsoft Word, File, Chart, and Multiplan each have their 
own internal formats for their docu ments. Word and File, though, 
can write documents in text-only mode, which means that the 
documents they create can be read by other programs. A text- 
only document is often not useful to the program that created it, 
since it does not contain any of the special information that the 
program needs to know to perform enhanced operations. For 
example, if you save a Word document in text-only mode, it does 
not contain any information about boldface or underlined char- 
acters or special tab settings. 

The purpose, then, of text-only documents is to allow a pro- 
gram to write data that can be read by other programs at a later 
time. This is similar in concept to the Clipboard, but text-only 
documents are more convenient than theClipboard if you are not 
going to use the data immediately. 

Methods for saving text-only documents are discussed in 
more detail later in this chapter. Both Word and File store their 
text-only files on disk with this icon: 



woftK 



Vord text-only 

Multiplan and Chart can write files in a format known asSYLK 
files. These are specially formatted text (ASCII-representation) 
files that can be used for telecommunication and for transferring 
data from some applications (usually from Microsoft) on other 
computers. Although these are text files. Word and File cannot 
use the information in a SYLK file. 



The Microsoft Products 

The four Microsoft programs have 
many uses, and some of their capabili- 
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ties overlap. In addition, each program uses different kinds of 
data, so you need to be aware of how to format your data to move 
it easily from program to program. 

The following sections give you an overview of the purpose, 
scope, and type of output of the four Microsoft programs. The 
main features of these programs are discussed in more detail later 
in the book. As you read these sections, think about different uses 
that you may find for the programs in your normal work. Because 
each of the programs has many functions, you may trigger new 
ideas about what it can do for you. 



Word 

The largest single use of microcomputers is word processing. 
Because the Macintosh includes a word processing program, 
MacWrite, many Macintosh users work with word processing 
before any other application. 

In most aspects, Microsoft Word is a superset of MacWrite, 
meaning that it performs all of the operations of MacWrite in a 
similar manner, but it has many other advanced features that 
make it a better choice than MacWrite for serious business use. 
Consider these features: 




Microsoft Vord 



• You can see and edit many parts of a document at the same 
time, or you can see and edit more than one document on 
the screen. This makes cross-referencing much easier and 
allows you to see Immediately how changes in one part of a 
document affect other parts. 

• The merge capability of Word lets you prepare a form letter 
into which you can insert names, addresses, and other 
information from a mailing list. You can use a File database as 
the source of the mailing list or prepare it in Word. Word's 
merge feature is more advanced than the merge features 
available on almost all other word processors, in that you 
can include information In the middleof paragraphs and the 
program will reformat the text. 

• The tab styles in Word make tables in reports appear more 
professional and easier to read. You can take tables from 
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Multiplan and File and make some of the columns right- 
justified (for whole numbers) or centered (for text head- 
ings). 

• Most reports have different sections that are formatted dif- 
ferently (such as the title and table of contents pages, main 
text, and appendixes). With Word you can format each sec- 
tion (called a division) in the style you want. 

• Typing the main text of reports is easier in Word than it is in 
MacWrite, even though they use similar techniques. With 
Word's glossaries, you can avoid typing repetitive phrases by 
using abbreviations and expanding the abbreviations with 
the press of a single key. If you don't want to take your hands 
off the keyboard to use the mouse, you can use command- 
key combinations. You can also select blocks of text easily in 
Word. 

You will use Word not only for entering text, but also for showing 
information and results from the other Microsoft programs. 
Word, like MacWrite, can read both text and pictures from the 
Clipboard. Data and charts from File and Multiplan can be used as 
is or enhanced with Word's text-formatting capabilities. Drawings 
from Chart (and, to a lesser extent, from MacPaint and MacDraw) 
can be shown and given elaborate labels in Word. 




Multiplan 



Multiplan 

Multiplan allows you to easily perform calculations on numeric 
data and immediately view the results. For example, you could 
instantly figure out your company's total income by combining 
the income from many different sources or determine its future 
value by using growth equations on current income figures. 

Multiplan can work on many kinds of data. For instance, if a 
table contains columns showing sales by department and rows 
representing a period of months, you can perform calculations on 
both the columns and rows, as well as get cumulative totals. You 
can also use Multiplan to perform complex calculations on data 
and see the results of each step of the calculations; this helps you 
check that your equations are valid and in the correct order. You'll 
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find that Multiplan speeds up calculations so you can easily exper- 
iment with hypothetical data. 

When used by itself. Multiplan generates tables that you view 
by scrolling around the Multiplan window. You can save parts of 
the Multiplan window in the Clipboard or as text-only docu- 
ments. This allows you to use Word to format and edit the results. 
And, of course, you can transfer data from your Multiplan spread- 
sheets into Chart, graph it, analyze it, and copy the results into 
your Word document. You can also copy Multiplan data directly 
into your File database. 



File 

Most companies handle a great deal of numeric data. This data 
may be related to cash flow (such as costs and income) or concern 
the company's services or goods (such as inventory). It is common 
to keep customer lists and sales analyses in databases as well as 
personnel records. Any individual company has many different 
needs for the information it keeps. 

File provides a fair amount of flexibility in how it displays the 
data in your database. You can specify the exact method for 
displaying your records or have File generate reports with totals of 
numericdata. File will also handle non-numericdata (often called 
text or string data), such as names and addresses, in your 
databases. 

A database can become very large, holding thousands of 
pieces of information. Instead of having to wade through the 
entire database each time you want to look at a few specific pieces 
of information, you can ask File to find the data for you. For 
example, you can ask File to look through a customer database for 
all people living in Massachusetts. If you want to see who in this 
group has the largest outstanding invoice, you can sort the infor- 
mation In order of amount owed. File selects and sorts informa- 
tion to help you find what you are looking for; you request either 
operation with only one command. 

You can use File to generate many types of reports. You can 
select records, sort them, and put them on the Clipboard, or save 
records in a text-only document for other programs to read. You 
can also write a full report that summarizes the data and save the 
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report in a text-only file. Thus, you can use File to collect data and 
format it for other programs, or you can use File to summarize 
large amounts of data and use that summary in other programs. 



Chart 

Computer graphics have become popular in the business com- 
munity in the last few years since graphs with a professional 
appearance are easier to analyze and have more visual impact 
than a table of numbers. Graphics software turns a set of numbers 
into a graph or picture that shows what the data ''means.'' 

Chart will produce a wide variety of drawings from the set of 
data you enter. You can customize the charts by adding labels and 
special identifying marks. The data can be entered either while 
runningChartorfromtheClipboard. You can also scale the size of 
the drawing. 

You will find that there is a tradeoff between the graphic 
depiction of numericdata and thesubtleties that become hidden 
by turning numbers into pictures. For example, a pie chart 
showing that each of four divisions of a company earned about 
the same amount may help someone who is looking at the overall 
picture (that each division performed nearly as well), but it could 
hinder someone trying to tell how the divisions differed (a five 
percent difference would probably not show up in the chart). You 
will probably find that you often label Chart's drawings with the 
data that generated them. The combination of numbers and 
pictures is the best way to depict numeric data clearly. 

Since you can generate the data for Chart in other programs 
(such as Multiplan and File), you will find that it is most often used 
in conjunction with the other Microsoft products. When you use 
C hart with Word, you will most often pass information from Chart 
to Word through the Clipboard. 



Using the Clipboard 
And the Scrapbook 

|]p~| | The easiest way to transfer information 

r-^ from one Microsoft application to 
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another is with the Clipboard. In fact, the Clipboard is the easiest 
way to transfer information between almost any two Macintosh 
applications. Apple designed the Clipboard so that it is useful to 
almost any program; Microsoft took advantage of its features to 
make it especially easy to transfer data from one Microsoft appli- 
cation to another. 

This section discusses some of the concepts basic to the Clip- 
board and Scrapbook. Being familiar with these concepts will 
make you more proficient at integrating the functions of the 
Microsoft applications. Even if you think you know a great deal 
about the Clipboard, you should at least skim this section. 



Clipboard Concepts |ipi 

Basically, the Clipboard holds data. The data can be put in the ~ i 

Clipboard by almost any Macintosh program, and data from the Clipboard File 

Clipboard can be used by many programs as well. Programs that 

draw pictures (such as Chart, MacPaint, or MacDraw) can put 

pictures in the Clipboard; programs that use numeric data and 

text (such as File, Multiplan, and Word) can put numbers and text 

in the Clipboard. The Macintosh and your applications programs 

will properly distinguish between these types of information 

when you read the data from the Clipboard to another program. 

When you use the Microsoft applications, it is important to 
remember that the Clipboard is used for handling data in the 
program as well as for handling data that will be used by other 
programs. For example, you might usetheClipboard in Multiplan 
to copy part of a spreadsheet from one Multiplan document to 
another, and then use it to copy a different part of the spreadsheet 
to Word. 

Data moves to and from the Clipboard with three commands: 

Cut, Copy, and Paste. 



Cut 9€H 
Copy 9§C 




-> Paste 



Clipboard File 



Any application that uses the Clipboard, including all of the 
Microsoft applications, always uses these three commands in 
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exactly the same way. The commands are usually under the Edit 
menu and almost always use the same three command-key 
combinations as shortcuts for the commands. For example. 
Word's Edit menu looks like this: 




Clear 

Shoiii Clipboard 
Shoiii Glossary 



Table 1-1 summarizes the commands and their command-key 
equivalents. 

The Cut and Copy commands move information to the Clip- 
board. Before moving information, however, you must tell your 
applications program which data you want to move. For example, 
you must select text in your document to put it on the Clipboard. 
This is done with se/ect/on commands, which you use to select the 
data before giving the Cut or Copy command. When you select 
information, it usually becomes highlighted (the background 
becomes black instead of white). Table 1-2 shows the items that 
you can select in the Microsoft applications. 

Cutting selected data removes it from your document and 
inserts it in the Clipboard; copying data leaves it in your docu- 
ment and makes a copy of it in the Clipboard. You will never lose 
data if you copy it. 

To insert information that is in the Clipboard into your doc- 
ument, use the Paste command. The Paste command will insert 
the information in one of these ways, depending on what is 
selected: 

• I f there is nothing selected in your document, the data in the 
Clipboard will be inserted at the insertion point. (One 
exception: File ignores the insertion point if the data in the 
Clipboard consists of records and instead inserts everything 
at the end of the datafile.) 
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Table 1-1. 

The Clipboard Commands 



Command 


Key 


Action 


Cut 


COMMAND-X 


Removes selected data from 
your document and puts It in 
the Clipboard 


Copy 


COMMAND-C 


Copies the selected data from 
your document into the Clip- 
board, leaving the data in the 
document 


Paste 


COMMAND-V 


Copies the contents of the 
Clipboard Into your document 



Table 1-2. 

Items That Can Be Selected 
in the Microsoft Applications 



Program 



Item 



File 



Chart 



Multiplan 

Word 



A field (or part of a field) 

One record 
Many records 

A data value 

A group of data 

Text In the Chart window 

A label in the Chart window 

An entire chart (with labels) 

A cell 

Any rectangle of cells 

Any amount of text 

An in-line picture (full picture only) 



• If you have made a selection, the data from the Clipboard 
will replace the selected data. This is like deleting the 
selected information first and then pasting the new informa- 
tion in its place. 
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Original 

contents 



Clipboard 



Cut or Copy 



New 

contents 



Clipboard 



Original 

contents 



Clipboard 



Paste 



Original 

contents 



Clipboard 



Figure 1-1. 

The Clipboard holds only one item at a time 



After a Paste command, the same data remains in the Clip- 
board. You can give another Paste command somewhere else in 
your application, or even leave the application, and theClipboard 
will contain the same data. You will see many uses for this feature 
as you read the following chapters. 

So far you have seen how to move data to and from the 
Clipboard, but what is in the Clipboard at any given time may be 
unclear to you. The Clipboard has a limitation that somewhat 
restricts its usefulness, but at the same time, makes it more predict- 
able: There is always only one item in the Clipboard at a time 
(unless, of course, there are no items at all). This is an absolute rule 
that will never be violated. 

What it means is that if you store some data on the Clipboard, 
select some other data, and give the Copy command, the first 
iterps are lost from the Clipboard forever. You can think of the 
Clipboard as a tape recorder: if you recordover another record- 
ing, the original will be lost. However, you can copy the recording 
as many times as you want without losing It. Figure 1-1 illustrates 
this concept. 
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It is important to remember whether or not you have anything 
important on the Clipboard before you give a Cut or Copy com- 
mand. If you give a command and theClipboard contains needed 
data, you usually can't get it back. 

(Actually, some programs provide an Undo command that 
allows you to reverse the effects of your last command, for exam- 
ple, if you cut or copy information to theClipboard and wipeout 
the old contents. However, each program's implementation of 
the U ndo command is different. For example. File won't allow you 
to undo a Cut command if you selected one or more records. In 
other words, don't rely on an Undo command: learn its effects 
first.) 

1 1 wou Id be useful, of course, to know what is on the Clipboard 
before you use a Cut or Copy command that wipes out its con- 
tents. For this reason, each Microsoft application has a Show 
Clipboard command in the Edit menu that lets you see the con- 
tents of the Clipboard. For safety's sake, you should probably give 
the Show Clipboard command before giving a Cut or Copy com- 
mand. It is also useful to give the Show Clipboard command 
before giving a Paste command, just to be sure that you are 
inserting the correct material. 
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Copy 




Paste 




Clear 




Shouf Clipboard 



Show Glossary 



Scrapbook Concepts 

There will be many times when you will want to hold more than 
one Item in the Clipboard. For instance, you may want to save one 
part of a Multiplan spreadsheet for use in Chart and another part 
for use in Word. Since it is impossible to keep two items on the 
Clipboard, you need some way to juggle them. 
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The Scrapbook is like an extension of the Clipboard, in that 
you move data to and from theScrapbook through theClipboard. 
The Scrapbook can hold many items in separate ^'pages''; like a 
book, each page has a number. The only way to put information 
into the Scrapbook, or get information out of the Scrapbook, is 
through the Clipboard. 

Since theScrapbook is a Macintosh desktop accessory, you can 
access it while you are running any application. While you are 
using the Scrapbook, the Scrapbook transfer program will pre- 
vent your other program from operating (you'll notice that most 
of the menu items for your application are dimmed). 

To transfer the information that is in the Clipboard to the 
Scrapbook, first pull down the Apple menu (the menu at the left 
of the menu bar) and select Scrapbook. 
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A window will open on top of the screen you were working with. 
This window will probably show the data in the first page of the 
Scrapbook. 




If there is nothing in the Scrapbook, the window will contain a 
message such as “Empty Scrapbook". 




Overview 



Next, give the Paste command from the Edit menu. This pastes 
the information in the Clipboard into the Scrapbook (not into 
your document). Just as with the normal Paste command, the 
information in the Clipboard remains the same after the Paste 
command. TheScrapbook now contains a copy of theClipboard. 




It is now easy to see how the pages in the Scrapbook are 
organized. The message in the lower left, which previously said 
now says ''1/3''. The first number is the page of the Scrap- 
book, and the second number is the total pages in theScrapbook. 
Pasting a new page in the Scrapbook always inserts the data at the 
current page. Any pages that are after the current data are 
renumbered with a higher page number. You can view the pages 
by clicking the left and right arrows or dragging the thumb in the 
scroll bar. 

Getting information out of the Scrapbook is just as easy as 
putting it in. If you give the Copy command while the Scrapbook 
is open, the current page is copied into the Clipboard, replacing 
the current Clipboard contents. The Cut command also transfers 
information to the Clipboard, but it removes the page from the 
Scrapbook at the same time. Use the Cut command to move data 
that you no longer want in the Scrapbook. Figure 1-2 shows how 
information is moved into and out of the Scrapbook. 

As you can see, the Scrapbook eliminates the Clipboard's 
major drawback. If you find that you often lose information by 
accidentally wiping out data in the Clipboard that you meant to 
save, you should use the Scrapbook more often. Cleaning out 
old data from the Scrapbook Is simply a matter of using the Cut 
command while the Scrapbook is open. 
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Figure 1-2. 

Passing data to and from the Scrapbook 



The Scrapbook and Clipboard 
On Disk 
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The information in theClipboard andSaapbook is kept on disk in 
files called Clipboard File and Scrapbook File. These files are 
usually kept in the System folder on the disk. When you put data 
in the Clipboard or Scrapbook, there must be enough room on 
the disk to hold the new data. If you don't have much room on a 
disk, you may not be able to put a large selection into theClip- 
board. Of course, copying lots of data into the Scrapbook, or not 
clearing out old data, can fill up a disk as well. 

If you use some of the methods described in Appendix A for 
saving space on disks or using other types of disks, the Clipboard 
or Scrapbook files may end up on other disks. I f you are using the 
Microsoft disks in their normal fashion (that is, booting off the 
master disks), the Macintosh will transfer the Clipboard and 
Scrapbook files as you start each application. If you are using 
other disks for booting, see Appendix A for hints about moving 
theClipboard and Scrapbook files as you boot each application. 



Storing Data 
In Text-Only Files 

The Clipboard and the Scrapbook are the most convenient 
methods for transferring information between the Microsoft 
applications. There aretimes, however, when usingtheClipboard 
is inconvenient or even impossible. In these cases, you should 
save your data in a text-only file. 

Most applications have two forms of documents that they can 
read: normal, or preferred, documents and text-only doc- 
uments. Some applications, such as MacPaint and Chart, can read 
only preferred documents. When an application reads a pre- 
ferred document, it can get all of the special information that the 
program normally saves, such as formatting or special data attrib- 
utes. A text-only document, on the other hand, does not contain 
formatting or special information. For this reason, data read from 
a text-only document ends up with no special features and will 
probably look very plain next to output from a preferred doc- 
ument. 
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You will use text-only documents when you are transferring 
information from a Microsoft application to a non-Microsoft 
application. For instance, you may be using a database manage- 
ment system (DBMS) other than File. Most DBMS's available for 
the Macintosh can read data from text-only documents; so inte- 
grating the other M icrosoft products with a non-Microsoft DBMS 
is fairly easy if you use text-only files. 

You may be able to use data from the Clipboard instead of 
text-only files with some non-Microsoft applications. However, 
these programs may expect the data to be in a different format 
than Microsoft's, so you will often get more predictable results 
using text-only files. 

Only Word and File can write text-only files. If you want to pass 
the text-only version of a Multiplan file to another program, you 
must follow these steps: 

1 . Select the part of the spreadsheet you want to save. 

2 . Copy it to the Clipboard with the Copy command in the 
Edit menu. 

3 . Quit Multiplan and run Word. 

4 . Paste the data from the Clipboard with the Paste command 
in the Edit menu. 

5 . Save the data with the Save Only command in the File 
menu. Check the Text Only button before saving the file. 

Figure 1-3 summarizes the methods you can use to pass informa- 
tion between the Microsoft applications. 



Format of Text-Only Files 

Although it is not necessary to understand the internal format of 
text-only files, it is, fortunately, quite simple. Knowing how to 
make your own text-only files will be useful if you use Word or if 
you need help integrating Microsoft applications with non- 
Microsoft applications. 

Basically, the information in Microsoft text-only files looks 
very similar to the information you see on the screen when you 
run an application. The vertical lines that separate the columns in 
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your application are replaced by tab characters in your text-only 
file. A tab character is the character that you create when you hit 
theTAB key on the keyboard. Each line ends with a carriage-return 
character. 

For instance, if you save four records that each have three 
fields from a File database in a text-only file, each row of informa- 
tion in the file will have a tab character between the first and 
second columns and another tab character between the second 
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Figure 1-3. 

Passing information between Microsoft applications through the 
Clipboard and text-only files 
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and third columns. The character after the third column is a 
carriage-return character. 

With this information you can create your own text-only files if 
necessary. For instance, you can type a table in Word by separating 
each column with theTAB key. If you save this file as text-only, you 
can use it in any place that a text-only file is required. Other word 
processing programs on the Macintosh, such as MacWrite, can 
also create and use these files. 



How the Microsoft 
Programs Relate 




Multiplan .Help File .Help 



This chapter has presented an over- 
view of how you can transfer informa- 
tion between Word, Multiplan, File, 
and Chart. The next step is to recog- 
nize the types of data you will be han- 
dling. Since the programs can handle a wide variety of data, the 
information that you pass between the programs will also vary. 

Remember that the meaning and content of the data that you 
transfer between programs depends on you, not on the programs 
or the method you use for transferring the information between 
them. For instance, if you use Multiplan for what-if calculations, 
the information that you pass to Chart is the result of your assump- 
tions, not of real data. This turns Chart into a what-if tool too. 
Similarly, if your File mailing list contains computed fields that are 
used in your Word form letters, you are really using Word as a 
word processor that can compute. 

Although this may seem esoteric, it is essential for getting the 
most out of the Microsoft applications. The applications are just 
tools for your projects. The fact that you can transfer data back 
and forth between the applications is not as important as the way 
that they read each other's data. 

The next four chapters cover each of the program's capabili- 
ties. These chapters have many goals. First, if you already use the 
program, the information will help you focus on the features that 
you will use in combination with the other programs. If you don't 
already have the program, you can see what sort of tasks it 
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performs so you can follow the rest of the book. Each chapter also 
contains general examples of how the application can be used 
with the others. There is also a chapter on MacPaint and MacDraw 
to show how these versatile tools can enhance the presentation of 
data from the other programs. 



2 



B usinesspeople spend a great deal of time communicating 
with co-workers, managers, and clients. While written reports 
and memos often must substitute for face-to-face discussions, 
many people find the writing process to be the most frustrating 
part of their work. 

For example, your monthly sales report might include 
information from several sources: actual month-to-date figures 
that your assistant collects daily in a simple spreadsheet model; 
the budgeted sales that were prepared six months ago in a dif- 
ferent spreadsheet model; and the shipping department's list of 
the number of returned products by category. The text of your 
report needs to include these exact figures. Furthermore, since 
you didn't make budget, you decide that a graph comparing 
this month's sales to the first quarter's sales would visually dem- 
onstrate the progress of your department. In this example, 
much of the information you need for your report already 
exists — but it's in different places and different formats. Gather- 
ing and presenting it in a single document could be a tedious 
process. In addition, the mechanics of writing are time consu- 
ming: typing complex names and phrases over and over, look- 
ing up addresses and proper spellings, and locating a document 
that used the exact phrasing you need to Insert — all these tasks 
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make writing more difficult than it has to be. 

Microsoft Word — especially combined with Multiplan, File, 
and Chart — can help take some of the pain out of writing in a 
number of ways. Some of Word's features are advancements 
over basic word processing programs— for example. Word 
makes entering and moving text simpler, allows you to see var- 
ious parts of your report at once, and even lets you work with 
other documents you've written. In addition. Word lets you 
incorporate data from the other Microsoft applications directly, 
saving you time in transcribing spreadsheet data, creating 
tables, and presenting charts. Since most of your work with 
Multiplan, File, and Chart results in information that will be 
transmitted to other people, you will find that the ability to 
transmit data to Word and include it in memos and reports will 
greatly simplify the writing process. 

These features make Word the central program of the 
Microsoft applications. Being the central program does not 
mean that it is the most important of the applications, though, 
only that it will be used most often to show the results of the 
other programs. You will also use Word with the other pro- 
grams. As you will see later, you can use Word to add a few 
explanatory sentences to a graph from Chart, to a spreadsheet 
from Multiplan, or to data from File. 
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Features 

For Writing Reports 

Most of the examples in this book will show you how to 
transfer data to Word from other Microsoft applications. First of 
all, though, you should become familiar with Word's special 
report-writing features, since you will probably be using this 
application the most. The following section focuses on the fea- 
tures of Word that are different from MacWrite. 



Split-Screen and Multi-File 
Editing 

If you are writing a long report, you will probably want to refer 
to earlier sections. You may also want to look at an old memo 
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or report but don't have a copy of it, or you may want to 
transfer text from one document to another. Word gives you 
these capabilities. 

The split bar, at the top of a Word window, is used to see 
two views of a document as you edit it. 




By dragging the split bar down the screen you get two separate 
views of a file (see Figure 2-1). Each view of the file can be 
scrolled with its own scroll bar and thumb. (By the way, this is 
very similar to the split bars in Multiplan, as you will see in 
Chapter 3.) 



< File Edit Search Character Paragraph Document 

January 11, 1965 

Chris Richford, Vice President 
Manufacturer’s Bank of the Northeast 
1000 First Avenue 
Millerton, CT 06492 

Dear Ms. Richford: 

I am pleased to send you the latest update on the results of our expanded 
Sincerely, 



O 



O 

'S 



Thomas Mead, Controller 
National Generators 
1275 Oak Glen Industrial Park 
Oak Glen, CT 06410 
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Figure 2-1. 

Two views of one file 
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Word also allows you to edit as many as four separate files at 
once in separate windows. To do this, simply give the Open 
command from the File menu. Each file opens a separate win- 
dow that can be sized and moved around. To switch from win- 
dow to window, you simply click in the window that you want 
to work in. Figure 2-2 shows two files being edited at once; the 
top window is active. 

These two features of Word make the typical writing job 
much easier. Since many business writing tasks involve either 
reviewing or revising material that was previously written, being 
able to see the original material as you write and lift sections 
from it makes writing new reports and memos much quicker. 



Advanced Table-Making 
With Tabs and Leaders 

Creating tables is another tedious 
writing chore that often slows you 
down. You can create tables much 
faster with Word than with MacWrite 
and have much more flexibility in 
the way you show data, because 
Word's handling of tab characters is 
much more advanced than MacWrite's. The major improve- 
ments are new types of tabs and leader characters; they are 
described here and shown again later in the chapter. 

There are four types of tabs in Word: left, right, centered, 
and decimal. You are probably familiar with left and decimal 
tabs from MacWrite. In Word you use a right tab to align the 
last digit of a number to the right of the tab stop. A centered 
tab centers the text around the tab stop. 

The tab is set here — >| 
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[ Cancel ] 
Position: 



This is a left-aligned tab 
This is a center -aligned tab 
This is a right-aligned tab 



Decimal tabs: 

$9327.44 

12.0 

The tab is set here — >| 
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January 11, 1965 

Chris Richford, Vice President 
Manufacturer's Bank of the Northeast 
1000 First Avenue 
Millerton, CT 06492 
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From: Sandra Phillips 
To: Thom Mead 

Re: Summary of annual figures 

Date: January 4, 1965 

Here are some preliminary figures on the company; 1 11 have complete totals 
early next week. 
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Figure 2-2. 

Editing two different files at once 



Using decimal tabs makes tables of numbers much easier to 
read, especially if the numbers are summed at the bottom of 
the table. Center tabs are useful in column headings. 

In addition, you can use leader characters to fill the space 
between text and tab stops to create easy-to-read tables. For 
instance, many tables of contents have a line of dots, called 
leader characters, between the chapter titles and page numbers. 
Word lets you use leaders of dots, dashes, or underlines. If you 
don't specify a leader character. Word assumes you want 
blanks. The following table shows the three types of leaders: 



Leaders: 

Dots 123 

Dashes 123 

Underlines 1 2 3 



Using leader characters can make a table with wide columns 
much clearer, since the reader is not straining to match up the 
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columns. Although dots are the most commonly used leader 
characters, you can experiment with dashes and underlines to 
find the leader that is the most readable for your purpose. 
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Glossaries 

Particular words, names, and phrases will probably recur through- 
out your business writing. For instance, the name of your com- 
pany or certain phrases and people's names may appear dozens 
of times in a report. Typing these each time you use them is 
tedious and prone to error, especially in the case of long names 
and complex spellings. 

Word's glossary feature lets you type in an abbreviation and 
then replace it with a full spelling of the word by pressing 
COMMAND-BACKSPACE. You Specify the abbreviations and what 
they stand for with the Show Glossary command in the Edit 
menu. You can create a glossary for each report or type of 
report you write. 

Suppose that you are writing a report about a company 
named International Generators, Inc, and its new product, the 
Model N5TURBO. You could make an entry in the glossary 
equating '"ig" with '"International Generators, Inc." and "nS" 
with "N5TURBO." You can then simply type "ig" or "nS" fol- 
lowed by COMMAND-BACKSPACE, and Word replaces "ig" with 
"International Generators, Inc." and "nS" with "N5TURBO." 



Multi-Column Output 

Word can format your text into two or three columns on a 
page. If you are preparing a company newsletter or flyer, this is, 
of course, much simpler than using scissors and glue. To specify 
multi-column output, select the Division Layout command in 
the Document menu. The two choices you see in the lower- 
right corner are 

Number of Columns: 

Column Spacing: 

Although Word will print multi-columns, they will not show 
on the screen. You have to print your document to see how it 
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looks. Figure 2-3 shows part of a page that is formatted with 
two columns. 

Mailmerge 

Word's mailmerge feature lets you create custom form letters 
and memos, inserting variable text and data wherever you spec- 
ify. Because you can directly access the databases that you have 
already created with File, Word gives you great flexibility and 
speed in creating form documents. As this capability is a very 
powerful business productivity tool, you'll look at it in detail in 
this section. 
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Word's merge feature is fairly simple. Your main document is 
the letter or memo you want to send and has special place 
holders (fields) for the parts that change from letter to letter 
(like the recipient's name and address). Your datafile contains 
the information that Word puts into the fields in the main doc- 
ument; all the fields for each letter are on one line of the data- 
file. You can create your datafile in Word, but if you are work- 
ing with many variables, you will find it much more convenient 
to take information directly from your File databases. 

Your main document tells Word which file is the datafile. 
When you print your file with the Print Merge command in the 
File menu. Word reads the first record from the datafile, substi- 
tutes the fields into your main document, formats your letter, 
prints it, reads the next record from the datafile, and so on. You 
can have as many as 256 fields in a letter, as long as each field 
matches the information in the datafile. 

If you include fields in the middle of a paragraph. Word will 
reformat the paragraph with the new Information in it. (Few other 
programs will reformat the paragraph after putting in the new 
information.) Thus, if a field called Amount contains two-, three-, 
or four-digit numbers. Word adjusts the spacing for each and 
reformats the paragraph if necessary. For example, if 
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fiicerpta from t Propoatl for 
Btnk Funding 

L Introduclion 

National Generators has the 
opportunity over the next five 
years to take a commanding lead 
in our established markets and to 
penetrate a new market, the 
construction industry, where our 
products will be particularly 
attractive. This report is intended 
to provide an overview of the 
company's business development 
strategies along with a description 
of those areas for which we 
require funding. 

National Generators can 
become the premier producer of 
electrical generation equipment for 
the entertainment and exposition 
industries. Our portable yet sturdy 
generators have acquired a solid 
reputation in these fields. As the 
number of outdoor concerts, large 
conventions, and other events that 
use portable generators continues 
to increase each year, we will be 
better able than our competitors to 
satisfy the demand for reliable 
equipment. 

While accelerating efforts 
aimed at our existing base of 
industrial users, we propose to 
enter the construction industry. 

We have already begun developing 
a small, quiet generator for this 
market. Research is also under way 
to design a larger, more efficient 
generator for heavy construction 

Figure 2-3. 

Word printing in two columns 



projects that can replace several 
smaller ones. 

IL Martel Analysis 

National Generators 
currently has a 42% share of the 
markets we now serve. Our nearest 
competitor. Regional Outdoor 
Electricity, has 34%, with the rest 
divided among other 
manufacturers. We believe that 
our superior products will ensure 
that we will increase our share of 
sales to the entertainment and 
exposition industries. Some of our 
competitors will be unable to 
match our new technology, and we 
will pick up their business. 

Over the next five years, we 
anticipate gaining 13% of the 
market for generators in the 
construction industry.* Two 
important trends favor our 
planned new products over any 
now available or known to be 
coming on the market. Anti-noise 
pollution legislation restricts the 
level of noise at urban construction 
sites, while OSHA legislation 
protects workers from damage to 
their hearing caused by 
equipment. 

III. Eipaniion Costa 



•Based on trends and growth in the 
construction industry, detailed in 
U.S. Department of Labor 
projections for 1985-1990. 
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one record of your datafile contains the number 1553, Word 
will reformat a paragraph containing the sentence ''You still 
owe us $1553, which we would like you to send immediately/' 
You can include the fields in your main document in any 
order you want; the order of the fields in the datafile is 
unimportant. 



Setting Up Your Letter 

There are two types of special text in a Word main document. 
Field names are the names you give the fields in the datafile; 
instructions are special commands that tell Word what to do. All 
special text in Word is enclosed in double-angle brackets; for 
example: 

«DATA Payment 1 Data» 






Word document 



These are typed as option- \ and option-shift- \. 

The first instruction you need to know is the DATA instruc- 
tion, which tells Word where the datafile is. This instruction 
appears at the beginning of your main document. For example, 
if your datafile were called "Payment 1 Data," your main docu- 
ment would begin with 

«DATA Payment 1 Data» 

The files of most letters contain only a DATA instruction and 
field names in addition to their text. Figure 2-4 shows a simple 
letter that informs customers of the balance due. The fields are 
"company", "name", "address", "city", "state", "zip", "amount", 
and "last-payment". Note that you can use a field more than 
once in your main document; the field "name" is used twice in 
this letter. 

As Word reads through your datafile, it fills in the fields in 
the main document to produce a letter. Figure 2-5 shows a 
sample letter produced by the main document in Figure 2-4. 



Setting Up Your Datafile 

The first record in a datafile is the 
header record, which lists the field 
names in the order in which they 
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Payment 1 Letter 



«DATA Payment 1 Data» 

August 15, 1985 

«company» 

«name» 

«address» 

«city», «state» «zip» 

Dear «name»: 

Our records show that your outstanding balance is $«amount», and that we 
have not received any payment from you since «last-payment». If there is a 
disagreement about this, please feel free to call us about it. 

Sincerely, 



Page 1 



a 



Sharon Myers 
National Manufacturing 



O 



Figure 2-4. 

Example of a main document 



August 15. 1985 



Industrial Mining Co. 

Michael Townsend 
P. 0. Box 4110 
Cambridge, M A 02139 

Dear Michael Townsend: 

Our records show that your outstanding balance is $127.53. and that we 
have not received any payment from you since 7/2 1 /84. If there is a 
disagreement about this, please feel free to call us about it. 

Sincerely, 

Sharon Myers 
National Manufacturing 



Figure 2-5. 

Sample letter from main document in Figure 2-4. 
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appear in all of the records. This record is followed by your 
data records. The format of the header record is simply a list of 
the field names separated by commas. For instance, the first 
record in the Payment 1 Data file for the main document in Figure 
2-4 would be as follows: 

company, name, address, city, state, zip, amount, last-payment 

The data in the file can be separated by either commas or tab 
characters (a file using tabs is called tab-delimited). Since File 
saves a tab-delimited file for you, the following discussion 
assumes that your file is tab-delimited. 

It is often a good idea to create the main document in Word 
before saving your data from File, so you can be sure that you 
are including all the data you want. Use the following steps to 
create the datafile for a Word merge document from a File 
database: 

1 . Be sure that the fields in the form match the fields in 
your main document. If you do not want to use some fields in 
your main document, you can put them in the hide area. 

2 . Decide the format you want for each field. If you want 
numbers to be entered in your main document as numbers, 
you must use the General format and not include commas. If 
you select Dollar, Percent, Decimal, or Scientific, or use com- 
mas, the numbers will be passed to Word as formatted text. 
(You will see shortly why it is advantageous to pass numeric data 
as numbers, not formatted text.) 

3 . Use the Find command in the Organize menu to select 
the records you want to include. If you want, you can also sort 
the records; this may be useful for different reasons, for exam- 
ple, saving postage costs by sorting and then bundling mail by 
ZIP code. 

4 . Be sure that the Form window is closed. Give the Save 
Records As. . . command in the File menu. You will see the fol- 
lowing dialog box: 



Sai>e Records Rs: 


Hard Disk 
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® Normal 

OTent (Microsoft Print Merge) 
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Enter the file name you want (this will be the same as the name 
you gave in the DATA instruction in your main document). Be 
sure to click the Text (Microsoft Print Merge) button; then click 
the Save button. 

File will save the header record using the names that you 
specify in the form. Note that if the names in the form contain 
spaces, the results will be unpredictable when you merge the 
file; so be sure that the form uses the names you specify in the 
main document. 

Your File data will be saved in a format compatible with the 
rules for Word. (The datafile that File creates is a text-only file, 
so you can also use it with applications programs from other 
manufacturers.) However, File will not save any of the format- 
ting of the text fields (such as bold or underline styles and any 
font information). Also, File will not save picture fields. 

Up to this point, you have seen how to set up a datafile 
containing the header record. However, if you are using data 
from a source that cannot write out the header record, you can 
use a separated datafile. A separated datafile is actually two 
files: one containing only the header record, and one contain- 
ing only the data. If you use a separated datafile, the DATA 
instruction must tell Word where both files are. You simply give 
both names, which are separated by a comma. Thus, if your 
header record is in the Payment 1 Head file and the data is in 
Payment 1 Data, the Data instruction in your main document is 
changed to 

«DATA Payment 1 Head, Payment 1 Data» 

Using a separated datafile might be useful to you in two 
situations: if you are using a database manager other than File 
to create the data, or if you are saving File records on the Clip- 
board instead of a text-only file. If you are using a non- 
Microsoft product to create the data, a separated datafile allows 
you to avoid creating a unique header record. 

There is no advantage to using the Clipboard to create your 
datafile when using File. Other database management systems, 
however, may not be able to write out the text-only file. The 
following steps show how to use File to create the datafile from 
the Clipboard; other programs are probably similar: 
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1. Select the records in File by clicking in the record 
number bar. You can select a group of records either by drag- 
ging in the record number bar or by selecting the first record in 
the group you want to select and then shift-clicking the last 
record in that group. 

2 . Give the Copy command in the Edit menu. After you 
have copied the records into the Clipboard, you can check 
what you have done by giving the Show Clipboard command in 
the Edit menu. This will tell you how many records you just 
copied. 

3. Quit File. If you have selected a large number of records, 
you may see this dialog box: 




Sauing large clipboard 



1^ Saue Formatted Ualues 
□ Saue Unformatted Ualues 



[[ OK I [ Cancel ] 



Be sure to click the OK button. 

4 . Run Word by clicking on its icon. This will open up a 
new file window. 

5. Paste the contents of the Clipboard into the window with 
the Paste command from the Edit menu. 

6. Save this file as the datafile you specified in your main 
document. 

Integrating Information 
From Other Files 

So far you have seen how to use the merge feature of Word to 
produce form letters and memos. You can also use the merge 
INCLUDE instruction to read information from another file. 

The INCLUDE instruction causes Word to insert the contents 
of a file into your output. You can use it to include new infor- 
mation In your output without having to change your main 
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document. Suppose, for example, that you send a weekly status 
report to many people. The report is in a file called WEEKLY 
MEMO and contains fields for the recipient's name and mail- 
stop, a standard heading, and some information that changes 
from week to week. You could alter the WEEKLY MEMO file 
each week before you merge it, but this would be tedious. A 
better method is to use the INCLUDE instruction. 

The format of the INCLUDE instruction is similar to the DATA 
instruction: INCLUDE followed by a file name. For instance, if the 
text that changes is stored in a file called New Weekly Info, your 
INCLUDE instruction would look like this: 

«INCLUDE New Weekly Info» 

Figure 2-6 shows the Weekly Memo file. 

The file that you include can be any text file. As in the case 
of the memo in Figure 2-6, it might be a text file that you 
created in Word. It could also be a text-only file created by File 



^ File Edit Search Character Paragraph Document 




Figure 2-6. 

Example of the INCLUDE instruction 
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or Multiplan. For example, if you created a table of weekly sales 
figures in Multiplan that you want to include in a memo, create 
the table in the other program (File or Word) and save the text- 
only version in a file with the same name as that in the 
INCLUDE instruction. 



Other Merge Instructions 

A unique feature of Word that makes your letters look even 
more personalized is conditional insertion. Word allows you to 
check the values of fields in each record and insert different 
text depending on the values of the fields. For instance, if the 
Amount field is over 1000, you can insert a sentence describing 
the dire consequences of not paying promptly. Or your File data- 
base might include a field called Regular Customer that 
contains ''Y'" or ''N"'; you can use this to decide what type of 
salutation to include in the letter. In other words, you can 
compare a numeric field to a value specified in your main doc- 
ument, or you can test a text field against a specified string. 

The main document in Figure 2-7 contains an IF instruction 
used with a text field. The IF instruction checks the value of the 
'"sales-rep"' field and prints one of two possible sentences, 
depending on whether '"sales-rep'' is "none" or some other 
value (the sales rep's name). 

The IF instruction can also be used to check whether there 
is anything in the field or not. For example, the following 
instruction determines whether there is any value in the 
"owner" field: 

Dear «IF owner»«owner»«ELSE» Store 0wner«ENDIF» 

This prints out the contents of the "owner" field If It exists, or 
the phrase "Store Owner" if it does not. 

You can also use the IF instruction with integer fields to test 
whether a number is greater than, less than, or equal to a field 
value. Such a test could be used, for example, with a field 
"cust-years," the number of years a customer has been with 
your firm. If "cust-years" is greater than a certain amount, you 
might include the following sentence in a letter: 

«IF cust-years>5»We value your long-standing relationship.«ENDIF» 
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Payment 2 Letter 



«DATA Payment 2 Data» 



August 15 , 1985 



O 



«company» 

«name» 

«address» 

«city», «state» «zip» 

Dear «name»: 

Our records show that your outstanding balance is $«amounb>, and that we 
have not received any payment from you since «last-payment». «IF sales- 
rep="none”»Our accounts receivable manager. Holly Watson, will call you 
about this.«ELSE»Your sales representative, «sales-rep», will call you about 
this«ENDIF» 

Sincerely, 
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Figure 2-7. 

Example of the IF instruction 



This brings up a few salient points about the interaction of 
File and Word. Remember from before that the formatting you 
use for number fields is important. You must use the General 
format with no commas if you want to use the IF test on a 
number. Also remember that you can hide fields in File that 
you do not want to save in the new dataset, the set of data you 
are creating. As an alternative, you can include these fields in 
the datafiles and simply not use them in your main documents 
if that is easier than hiding, saving, and then un-hiding them. 

The merge feature has a number of options that you can 
use; these are listed in Table 2-1. Three — SET, ASK, and NEXT — 
may be new to you. The SET and ASK instructions allow you lo 
enter information when you print. The SET instruction sets a 
field once for all letters, while the ASK instruction prompts you 
for a new value for each record. You can also create your own 
prompts with the SET and ASK instructions. 

The NEXT instruction is used for reading a number of 
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Table 2-1. 

Merge Instructions in Word 



Instruction 



Use 



ASK 

DATA 

IF...ENDIF 

or 

IF... ELSE 
...ENDIF 

INCLUDE 

NEXT 

SET 



Has Word prompt you to fill in a field when 
each letter is printed 

Identifies the datafile 

Conditionally inserts text if a field in the 
datafile has a particular value. You can use the 
=, >, and < operators for numeric fields or the 
= operator for string fields 

Inserts another Word file into the main document 
Has Word read the next record in the datafile 

Sets the contents of a field or has Word prompt 
you for the value once at the beginning of 
printing 



records from a file into one letter; it is useful only for reading 
groups of related records together. For example, if a File data- 
base has a pair of records for each client (such as highest and 
lowest bids on a job), and those records were sorted so that 
each set was a properly ordered pair in the datafile, you would 
use the NEXT instruction to read the second record into the 
letter. 

Further Applications 

As you can see, the merge capability of Word has wide-ranging 
applications. Some other examples are 

• Sending letters that suggest clients upgrade their current 
position (for example, purchase more insurance or a bet- 
ter model, or make a bigger investment). These would use 
complex IF Instructions with lists of the different current 
positions and the next steps. 

• Targeting parts of letters by ZIP code. For instance, you 
can use known attributes of certain ZIP codes or ranges of 
ZIP codes to trigger messages about the nearest sales office. 
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• Inter-office memos that include information based on the 
interests of the person receiving the memo. Your File data- 
base could include yes/no check items relating to the 
committees on which the person serves and include 
information about only those committees. 
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Microsoft Chart 



Word document 



Pasting Drawings From Chart 

Word acts just like MacWrite when 
you paste a picture from the Clip- 
board into a memo or report. Using 
the Clipboard is the only way to 
include drawings from Chart in a 
Word document, so you should be familiar with some of the 
considerations of using Chart drawings in Word. 

Both Word and MacWrite consider each picture to be a 
paragraph; each paragraph must start and end on a new line. 
Thus, you cannot wrap text around the sides of a Chart draw- 
ing. You can, however, move the picture around in your Word 
document and shift it left or right on the lines that it occupies. 
When you select a paragraph. Word highlights it; when you 
select a picture. Word surrounds it with a box; 




To move a picture up or down, you can change the number 
of lines before or after the picture by selecting the picture and 
giving the Formats... command in the Paragraph menu. You 
see the following dialog box: 



Left Indent: 




» — — — 

Line Spacing: 


auto 


First Line: 





Space Before: 


1 li 


Right Indent: 




Space Rfter: 


0 li 



I I I I 

[ Cancei"^ 



® Left O Right 
O Centered O Justified 



□ Keep uiith newt SI 

□ Keep lines together 




Change the number of lines before or after to add the correct 
amount of white space to the picture. 

You move the picture left or right by dragging on either of 
its sides. For instance, to pull the picture to the right, point at 
the right border. Now click and drag the picture to the desired 
position. 

You can also resize the picture by dragging on one of the 
squares and stretching in any direction. However, you will 
notice that this often distorts patterns and letters in an unnatu- 
ral fashion. 

Instead of resizing the picture in Word, you can have Chart 
save the picture on the Clipboard in various sizes. When you 
select the drawing and give the Copy command in the Edit 
menu. Chart prompts 



Copy Chart to Clipboard 

(§) Rs Shoion on Screen 
O fls Shoion Luhen Printed 

[ OK 1 [ Cancel ] 



Choose to save the picture as it would be printed. Chart then 
saves the picture proportioned for printing. 

The trick to getting the picture larger or smaller is to use the 
Page Setup command in the File menu before copying the pic- 
ture to the Clipboard. Chart uses the size of paper that you 
select to determine how big to make the drawing and in what 
proportion for printing. For example, A4 paper is bigger than 
81/2 X 11-inch paper, legal size is bigger than A4, and so on. 
You can experiment by copying a number of different-sized 
charts through the Clipboard to the Scrapbook, quitting Chart, 
running Word, and then pasting them into a Word document 
and printing it out. (In fact, because of a bug in many versions 
of Word, you must copy the drawings to the Scrapbook first.) 

You will notice two things: the text labels almost always 
look incorrect, and pie graphs do not look round. You can fix 
the text labels by reading the drawing into MacPaint or Mac- 
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Draw first and removing all of the misproportioned labels and 
adding new ones. If the drawing is bigger than the MacPaint 
window^ you will have to paste it in pieces, which is tedious. 
Unfortunately, there is nothing you can do about the un- 
circular pie graphs. 



ing data from File or Multiplan, how- 
Muitipian 0 ver, you can use many of Word's features to make your tables 



clearer and easier to read. 

Note that you can get correctly formatted File output (that 
is, with tab characters between fields) from saving as text-only 
or from the Clipboard. You can also read File reports that you 
saved to disk as text-only. However, you can only read Multi- 
plan tables from the Clipboard; remember that Word can not 
read a SYLK-formatted file, and Multiplan cannot generate a 
tab-delimited file. 

You do not need to use the same tab settings throughout a 
table. You can center headings above columns even if the 
columns are right- or left-aligned. The labeling row (or any 
other row) may have different tab settings from the rest of the 
table. 

Figure 2-8 shows some of the advanced features you can 
achieve by reading from a Multiplan spreadsheet. This table 
uses 

• right-aligned tabs for the numbers 

• leader characters for ease of reading 

• a different font for the caption 

• boldface type for emphasis 

• underline to indicate summation 

• extra tab characters for indentation. 



Formatting Tables 
From File and Multiplan 



Microsoft File 





Microsoft Word 




As you have seen, pasting in the 
graphs from Chart into Word docu- 
ments does not give you a great deal 
of leeway for creativity. When read- 



As you can see, you can use many different features to make 
what started out as a simple three-column spreadsheet into an 
interesting report. 
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Word Input 
To Other Applications 

You can transfer data from Word to 
other Microsoft applications as well 
as to programs by other manufac- 
turers. However, since Word is a 
word processing program, this use is 
limited, but important nonetheless, as this section demonstrates. Muitipian 

Planning Ahead for Labels 

When you are writing a report that includes input from another 
Microsoft application, you probably want the information they 
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Figure 2-8. 

Multiplan chart embellished by Word 
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share to be the same. Mistakes can be introduced when you 
copy the data, or the information may be changed as you ana- 
lyze it. For instance, while you are writing a report, you may 
realize that the names you gave to the fields in a database are 
not accurate within the meaning of the report. If you had writ- 
ten the report first, you could copy the labels from the report 
and paste them into File or Multiplan before copying the data 
back into Word. Or you could just edit the labels in your 
report, but they would then not match the data. Thus, if you 
are generating labeled columns of File or Multiplan data that 
will be used in your report, it is probably best to generate the 
data after you write the report. 



Quick Data Entry 

You can also use Word to generate data for the other programs 
while you are writing. If you write out a series of numbers with 
tab characters between them and then save the series to the 
Clipboard, you can paste these into File, Multiplan, or Chart as 
data. 

This is often useful if you are calculating results as you write. 
For example, assume that you have just written about some data 
that you received from an outside source, such as a telecom- 
munications database. Instead of having to quit Word, run the 
other application, and re-enter the numbers (potentially caus- 
ing transcription errors), you can select the numbers in your 
Word document and copy them to the Clipboard. When you 
run the other application, you can paste them in and perform 
the calculations. 

If you are using Word for this type of quick data entry, be 
sure that you use tab characters between the values, not spaces. 
Also be sure that you do not use any other charaaers, such as 
dollar signs. Either of these may cause unpredictable results. 



Word text-only cations through the Clipboard, you cannot transfer information 
through text-only files. This is because the other Microsoft 



Text-Only Word Files 

Even though you can transfer data to the other Microsoft appli- 
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applications can only read SYLK files (except in the case of Print 
Merge, as mentioned earlier). However, many other programs 
can read text-only files produced by Word. Appendix B covers 
many of these programs and the valuable functions that you 
can perform with them. 

Word, as the central program for presenting information, 
can perform many more tasks than simply adding text to the 
input of other programs. Using Word as your information gath- 
erer will help you organize your thoughts about the other 
information that you are compiling in your documents. 

Word's merge capabilities can take mailing-list data from File 
and produce top-quality letters. It can also read complex pic- 
tures generated by Chart to enhance your documents. When 
formatting tables and reports from File and Multiplan, Word 
helps shape the information in those tables to be more attrac- 
tive and understandable. And, to a limited degree. Word can 
produce text that can be used by the other programs. 



Multiplan 



M any people still think of personal computers as "number 
crunchers" and assume that their main function is mak- 
ing calculations. This view is quite limited, of course, but it is 
also true to a great extent— you should not underestimate the 
power of your Macintosh for processing numbers. 

Multiplan is one of the most popular applications programs 
for the Macintosh because of the ease with which you can 
make calculations or experiment with different assumptions; 
you can change some of the data or equations, and Multiplan 
will immediately recalculate all the results. 

Your Multiplan results can be transferred directly to Word as 
a table of numbers, or you can graph them in Chart for easy 
comparison and analysis before including them in your report 
or memo. In addition, you can pass data directly from Multiplan 
to your file database, or you can bring in data from Chart and 
File and use it in advanced math functions from within Multi- 
plan. Using Multiplan as your central calculator for data from 
the other applications makes it a very powerful tool. This chap- 
ter discusses some of the possibilities for using Multiplan, Chart, 
and File as integrated software and tells you how to set up your 
data to avoid common pitfalls. 




Molfiplan 
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Setting Up Your 
Multiplan Spreadsheets 

Multiplan organizes data in rows and columns to form a spread- 
sheet. Each intersection of a row and column is a cell. Cells may 
contain labels, numbers, or formulas. 

Figure 3-1 shows a common spreadsheet format with these 
typical features: 

• Labels are placed along the top and left sides of the 
spreadsheet. 

• Columns are often used for periods of time, while rows 
show categories of items. 

• Derived cells (the results of formulas) are placed below or 
to the right of the data on which they are based. 

Although most spreadsheets are more complex than the 
one shown in Figure 3-1, the format is usually the same. This 
figure will be used throughout this chapter. 

When you perform calculations in a spreadsheet, you make 
assumptions about the validity and completeness of your data. 
You also make assumptions about the ability of cells to be com- 
pared. In other words, two items that you are adding may seem 
similar but still be very different; adding them may yield mis- 
leading results. 

For example, the following spreadsheet lists the number of 
salespeople in a company: 



Sales forces 




1 1 1 2 1 3 1 4 1 5 1 


1 




NY 


NY 


Conn. 


Total 


2 1 


Staff 


?3. 


15 


17 


55 



Columns 2, 3, and 4 contain data by region, and the number oi\ 
the right is the total, as the label states. But what if some sales- 
people belonged to more than one region; would the total be 
correct? 

Remember, the results displayed in a derived cell are only as 
valid as the assumptions you made about the data when you set 
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7 
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8 


Total 
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82,768 


72,755 


76.851 


284,201 1 


9 















Figure 3-1. 

Typical Multiplan spreadsheet 



up the formula. If the calculation is based on faulty assump- 
tions, the information in the derived cell may not be valid. This 
situation can have a domino effect later if you transfer the cal- 
culated data between programs and either perform further cal- 
culations on it or change some of your assumptions. 

Remember that once a computed cell is passed to another 
program through the Clipboard, the cell will look like data in 
the other program and will not change if you change the data 
upon which it was based. When you are setting up spreadsheets 
to be transferred to other programs, you may find it convenient 
to put the cells that contain data (numbers) in a separate sec- 
tion of the spreadsheet from those that have derived (calcu- 
lated) results, to identify those values that may have to be 
changed. 

When you pass data from Multiplan to other programs such 
as File or Chart, you must keep in mind the structure of the 
data. If you are making database records in File, you should 
consider whether you really want a record to contain both data 
and a computed cell such as the total, since File can create its 
own computed fields that will change as the data changes. (As 
you will see later in the chapter, the use of computed cells in a 
File database is helpful in some situations. 

If you are using both Multiplan and File, you should also 
consider which program should store your data. Multiplan Is 
meant for dynamic, changing data, while File is better for static 
data, and it is easier to enter data into File than it Is into Multi- 
plan. In general, most of your data that will not change (such as 
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previous sales records) should be entered into File databases 
and then transferred to Multiplan spreadsheets. 



Summary Data 

Since Multiplan allows you to summarize data, you can make a 
spreadsheet of the summaries by copying them into a different 
area of a spreadsheet or a new spreadsheet (linked to the 
original). 

For instance, the company described in Figure 3-1 records 
the sales figures for each of its products in an individual spread- 
sheet. Once the sales for each product are entered by region 
and quarter, it calculates the total of all the products sold in 
each region and quarter to produce a summary spreadsheet 
like that in Figure 3-1. 



Using Multiplan to 
Compute File Data 

Multiplan's computation abilities can sometimes be used to fill 
in for deficiencies in the other Microsoft applications. For 
example, although File can sum a group of fields, it cannot find 
the maximum value in the group. Figure 3-2 shows a spread- 
sheet similar to Figure 3-1, except that the summary informa- 
tion is the region or quarter with the highest sales. 

The equations in the summary columns and rows are very 
similar to the equations for the totals. Instead of the SUM( ) 
function, the MAX( ) function was used. For instance, the for- 
mula for the row summaries is 

=MAX(RC[-4l:RC[-ll) 

The ''grand maximum" is the maximum of the matrix (you can 
also use the maximum of either the bottom row or the right 
column). 

Passing this array to File to create a database can be very 
useful; however. File can only find the maximum of a column 
of numbers, not of a group of fields in a record. Instead, you 
can use Multiplan to set up records that include the maximum 
for a group of fields. This should only be done for historical 
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Figure 3-2. 

Spreadsheet showing maximums 



data that does not change; remember that once the data has 
been transferred to File, the computed field (in this case, the 
maximum) will not be changed if you change a data field in the 
File record. 

Multiplan Summary 
Functions 

Table 3-1 lists the functions that can be used to summarize 
groups of cells. 

If you are passing data and summary cells to File, remember 
not to use Multiplan calculations in your spreadsheet that can 
be performed by File’s calculated fields. This will help prevent 
the problem of static data in your database appearing dynamic. 
Thus, a row in a Multiplan spreadsheet that computes the product 
of two cells should not be passed to File; instead, set up your File 
database to have a calculated field that finds the product of the 
two cells passed from Multiplan. 

When mixing data and summary cells, the Multiplan func- 
tions to avoid are AVERAGE, NPV, and SUM. These can be repli- 
cated with the standard math operators in File, since File can 
add, subtract, multiply, and divide the values of fields in a 
record. In fact, you shouldn’t pass any calculations from Multi- 
that use only these simple operators. 

There will be times when you will want to write out sum- 
mary cells without their underlying data, and in these cases, 
you should feel free to use all of Multiplan’s summary func- 
tions. For example. Figure 3-3 shows a spreadsheet of summary 
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Table 3-1. 

Summary Functions 



Function Purpose 

Mathematical 

Average 

Counts elements in list 
Maximum 
Minimum 
Net present value 
Standard deviation 
Sum 

Logical 

Checks for all values true 
Checks for any value true 

Spreadsheet 

INDEX(area, subscripts) Picks a value 

LOOKUP(number, table) Picks a value 



AND(list) 

OR(list) 



AVERAGE(list) 

COUNT(list) 

MAX(list) 

MIN(list) 

NPV(rate, list) 

STDEV(list) 

SUM(list) 



data that you can pass to File or Chart without worrying about 
confusing data and computed cells. The four columns use cal- 
culations from the data portion of the spreadsheet and the 
functions MAX, MIN, AVERAGE, and STDEV. 

The logical functions are very useful for checking a list of 
cells that you have used as indicators. For instance, the example 
below is an inventory spreadsheet in which each row shows the 
stock levels of a product in a particular warehouse. 





1 1 


2 1 


3 1 
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420 



Cells containing formulas that compare existing stock levels and 
the lowest acceptable levels of stock could be Included in a 
portion of the spreadsheet 10 rows lower than the data rows. 
The contents of the cells beginning at row 11, in column 2, 
might be compared with the formula 



=R[-10]C>125 
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This will evaluate to TRUE if there is enough stock (greater than 
125 units). 

The other columns could each compare existing stock with a 
minimum acceptable level. You could then produce a summary 
cell in column 6 that would contain the text '"OK'" or ''Low'' 
depending on the level of stock. To do this, you would use 
Multiplan's AND function. The AND function returns TRUE 
only if every value in the list of cells is TRUE. The formula in cell 
R2C5 would be 

= IF(AND(R[+ 1 0]Cl-3]:R[+ 1 OlC[- 1 ]), "Ok’VLow**) 

The result would be passed to File as a text field that indi- 
cated if any of the items needed restocking. To find all the 
warehouses that needed restocking, you could simply select all 
the records having "Low" in that field. 

The OR function returns TRUE if any of the values in the 
cells are TRUE. If you expect an entire row or column of logical 
values to be FALSE, you can use the OR function to tell you if 
any cells had a value other than FALSE. 

The LOOKUP function is an excellent method for changing 
data from one form to another. If you want to turn numeric 
values into text, for example, you can input a table of the text 
equivalents of the values and use the LOOKUP function to pick 
values out of the table (the logical functions will return only 
one of two values). 

For instance, you might want a text cell to contain "Small" if 
another cell contains 0 through 29, "Medium" if it contains 30 
through 75, and "Large" if it contains 76 or more. To get the 
text equivalent for the value in cell R3C1, use the formula 

=L00KUP(R3CUR1C10:R3CI 1) 





1 1 


2 1 


3 L 


4 1 


1 5 1 


1 


;H.igh. 


■Low 


: Average 


Std.Dev. 


2 


1 8-24 


58 : 


40 : 


47.8 


6.7970582 : 


3 


25-38 


65 : 


25 : 


37.4 


16.149303 : 


4 


39-55 


81 : 


46 : 


57.4 


14.808781 : 


5 


55-65 


62 : 


29 : 


42.8 


12.173742 : 


6 


65+ 


42 • 


15 : 


31 .4 


10.644247 : 



Figure 3-3. 

Spreadsheet with only summary data 
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This refers to a table in R1C10 through R3C11, which looks like 
this: 

0 Small 
30 Medium 
75 Large 



Other Multiplan 
Functions 

Since File and Chart do not have any advanced math functions, 
you may find yourself wanting to use Multiplan’s math func- 
tions to calculate values in your database or graphs. And 
although you come up against the familiar problem of static 
versus dynamic data, it is not hard to use Multiplan to perform 
these calculations. 

Table 3-2 lists the functions that work on individual values 
or on limited sets of cells. These functions, with the power ('') 
operator, can be used to compute derived cells that you pass to 
File or Chart. 

The mathematical functions are very helpful if you are using 
Multiplan and File for scientific data. You might use the SQRT 
function in business if you are performing least-squares averag- 
ing. The text functions can be used in combination with the 
LOOKUP function for producing formatted text fields based on 
values. 

Seeing Results in Chart 

When you transfer data from Multi- 
plan to Chart through the Clipboard, 
you will find it important to pay atten- 
Multiplan Microsoft Chart tion to whether you are passing simple 

rows or columns or arrays of various 
types of data because Chart handles them very differently. 





Transferring Rows 
Or Columns 



Chart document Chart provides a quick way to look at the relationship between 
numbers in your Multiplan file by making them into a graph. To 



Multiplan 



Table 3-2. 

Multiplan Math Functions 



Function 



Purpose 



Mathematical 



ABS(number) 

ATAN(number) 

COS(number) 

EXP(number) 

FIXED(number, digits) 

INT(number) 

LN(number) 

LOGIO(number) 

MOD(dividend, divisor) 

Pl{) 

ROUND(number, digits) 

SIGN(number) 

SIN(number) 

SQRT(number) 

TAN(number) 



Absolute value 

Arctangent 

Cosine 

e raised to a power 

Truncates 

Integer portion 

Natural log 

Log base 10 

Remainder of division 

3.14159 

Rounds a real number 
Positive or negative 
Sine 

Square root 
Tangent 



Logical 



FALSE( ) 

IF(expr., true-val, false-val) 
ISERROR(value) 

ISNA 

NOT(expr.) 

TRUE( ) 



False value 
Chooses two values 
True if error 
True if #N/A 
Inverse 
True value 



DOLLAR(number) 

LEN(text) 

MIDftext, start, length 
REPTftext, number) 
VALUE(text) 



Text 

Dollar representation 

Length 

Substring 

Repeats 

Changes to number 



COLUMN( ) 
DELTA! ) 
ITERCNT! ) 
NA() 

ROW! ) 



Spreadsheet 

Column number 

Changes between recalculations 

Iteration count 

Value #N/A 

Row number 
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transfer a row or a column of data to be formed into a graph, 
simply select the data and copy it to the Clipboard with the Copy 
command in the Edit menu. For instance, to select the data for the 
first quarter, position the cursor over cell RC2 (whose value is 
12,593) and drag down to R7C2: 



1 

pacific 

^pythwest 

Mountain, 
pentral, . . >r 

South 

Northeast.. 

Totai 




51 ,827 



The keyboard shortcut for copying the selection to the Clipboard 
is COMMAND-C. 

When you run Chart, simply give the Paste command from the 
Edit menu (keyboard shortcut: command-v). Chart will open a 
series window for the new data: 



New Series 




IDS Series 7:03:57 PM 



Order: 

□ Plot Series 






Choose a chart type and then click the “Plot Series"' button. For 
instance, if you use the default chart type (Column type 1), you 
will see 




Multiplan 




You can also make drawings from Multiplan rows. To see the 
sales for the Pacific region, select 

I 2 I 3 I 4 I 5 I 6 ~ 

' 54 ] i Ve 

Paste this into Chart and plot the series: 



Series 7:05:20 PM 



Y 



18000 

16003 

14003 

12003 

10000 

8000 

6003 

4000 

2000 

0 




12 3 4 



X 



Be sure that you do not include a column label with the 
Multiplarv data. If you accidentally Include it. Chart will assume 
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that all of the data is text data and will make a useless series 



window. For example, copy column 2 including the ''First Quar- 
ter" label: 




When you paste this into Chart, your data looks like this: 



Series 7:06:20 PM I 




Order: 

□ Plot Series 






o 


X 1 


Y 






First quarter 1 




0 




12593 i 




0 




8300 1 




0 




7231 1 




0 




10173 1 




0 




4219 i 




0 


iiiii 


^311. L... 




,Da 


o 


i‘\ 


iiliilliili 







This is clearly not what you wanted. 

Of course, you should also be sure not to include any com- 
puted cells in theMultiplan selection, since the derived values are 
not related to the other values and the drawings will misrepresent 
the data. 





{yl 

Chart document 



Transferring Rows 
And Columns (Arrays) 

Chart handles two-dimensional Multiplan data fairly well, al- 
though beginning users sometimes cannot make their graphs 
show what they want. If your Multiplan data Includes one set of 
labels and one set of data. Chart works as you might expect. 
However, if you have more than two rows or columns of data, an 
array, you need to explain to Chart how to plot all the data 
together. 

The simplest case of transferring arrays from Multiplan to 



Multiplan 



Chart involves a column of data and a block of rows. For instance, 
copy columns 1 and 2 (not including the totals) to the Clipboard: 



t 



I I 2 



P acific 

Southwest 

Mountain 



Central. 

.South 

NorthoBvt 



.T-iLSLquar-tfii: -Sec 



. 12,593 

3,300 

7/231 



2 

3 

4 

5 

6 

7 

8 I Total 51 ,827 ■<> 



When you paste this selection into Chart, it opens up one series 
window: 



Series 7:07:12 PM 


Order: O 

□ Plot Series _ 


X 


Y 




Pacific i 
Southwest i 
Mountain i 
Central ! 

South i 

1 

1 Northeast : 


1 2593 
8300 
7231 
10173 
4219 
931 1 1 


s 


? 1 


I \ 


— PIRRH 



















Plotting this with the default chart type will yield 



Series 7:07:12 PM 



14000 



12000 



10000 



8000 



6000 



4000 



llilil 

Pacific Southwest Mountain Central South Northeast 
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I f you are using only one series of data (as you are here), a slightly 
more attractive plot is Column type 2: 



Series 7 07 1 2 PM 




If you select two-dimensional data that is not oneseries. Chart 
will split the data into separate series windows. To plot these in the 
same order as their respective columns, you must plot the left- 
most column first, then the one to its right, and so on. 

To see how this works, copy columns 1, 2, and 3 to the 
Clipboard: 




Quit Multiplan, run Chart, and give the Paste command. Two 
series windows will appear. The first will have the data from 
columnsi and2, andthesecondwill have the data from columns. 
The title on the first window will have a time of a few seconds less 
than the second window. The two windows look like this: 



Series 7:08:36 PM 



□ Plot Series 



X 


I Y 1 


Pacific 


1 2593 1 


Southwest 


8300 1 


Mountain 


7231 i 


Central 


10173 1 


South 


4219 1 


Northeast 


9311 1 



IDB Series 7:08:38 PM 



Order: liiaaBi 
□ Plot Series 


o 


X 


I 


Y j 






1 i 


16200 i 






2 1 


16825 i 






3 I 


14293 i 






4 i 


14872 1 






5 ! 


9024 : 







6 i 


11554 ,i 




i : W 










a 
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To plot the two columns side by side, click in the 'TIot Series'" 
button in the first window (the one with the plot labels). The 
Order box will read ''1". Next, click In the barely visible part of the 
second window to bring it to the top. Click the "'Plot Series" 
button in thesecondwindow; itsorder boxwill read "2". Click on 
the graph to bring it to the top: 

Series 7:08:36 PM 

18000 

16000 

14000 

12000 

10000 
Y 

8000 
6000 
4000 
2000 
0 

Pacific Southwest Mountain Central South Northeast 
X 

Notice that even though the "X" column in the second window 
contained numbers, not labels. Chart knew that this data was 
related to the data in the first window and kept the labels at the 
bottom of the chart. 

If you had selected columns 1 through 5, Chart would have 
brought up four windows: the first with the labels and the first 
column of data, and the other three with only data. Again, the 
order in which you plot the data will determine the order in which 
the columns in your graph appear. Of course, if you choose a 
different type of graph, the order may not be important. You can 
change the order of the columns after you have plotted them by 
editing the numbers in the Order boxes. 

Since Multiplan does not let you select two columns that are 
not contiguous, you may have a hard time making the charts you 
want. For instance, you may want to make a graph of the data in 
Figure 3-1 that contains just the locations and the totals columns. 
Since you can't select just these two columns from the spread- 
sheet, you should first copy the two columns to a pair of adjacent 
columns in an unused portion of the spreadsheet and then select 
them. 

Ifyou pay attention tothetypeofdatathatyou giveChart, the 
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series windows that it presents will not surprise you. All of the 
graph styles in Chart can show two-dimensional data (except pie 
charts). You should experiment with different types and orienta- 
tions of graphs before you produce a final drawing. 

Chart reveals one unfortunate feature when you paste a 
spreadsheet from Multiplan. If you have more columns than rows 
in the Clipboard data, Chart will create series from the rows, not 
the columns that you have seen here. Thus, if you have five 
columns and only three rows of data. Chart will form the series 
windows by rows. Since this is rarely what you want to happen, 
you must be careful when you make your Multiplan selections. 

Linking a spreadsheet to a Chart file lets you get the most 
current data from your Multiplan documents each time you 
create a graph. Since this is a feature of Chart, it is discussed in 
detail in Chapter 5. 



Creating Records for File 
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As you saw at the beginning of the 
chapter. Multiplan can create many 
kinds of records for File. There are two 
situations in which you might use this 
capability: 



• You want to create a new File database from information in 
Multiplan. This is often done if you use Multiplan extensively 
for financial data and inventory. After passing data to File, 
you can use File's sorting, selecting, and reporting capabili- 
ties on the information. 

• You want to modify the data in a File database with Multi- 
plan's math and logic functions. This involves copying data 
in File, pasting it in Multiplan, moving columns, creating 
new calculated columns, copying the spreadsheet, and past- 
ing the records back in File. Using almost identical steps, you 
can also create a new database with the values from a pre- 
vious database. 



Multiplan 



Creating New Databases 

The most common type of File databases that you will create in 
Multiplan are summary databases. These often contain totals from 
rows or columns of Multiplan data. Remember that you should 
perform whatever calculations you can in File so that your totals 
always reflect the current data, unless, of course, your procedure 
is only to update your Multiplan spreadsheets, not your File 
databases. 

The rows you want to turn into records can form a database 
simply by copying them from Multiplan to the Clipboard and 
pasting them into a File database. I f there are columns that you do 
not want in your database, either remove them or copy all the 
ones that you do want to a free area of the spreadsheet and 
arrange them as you wish. 

I f you are selecting many rows in your Multiplan spreadsheet, 
you may run out of memory on your Macintosh. Of course, the 
more memory you have, the less likely this is to happen. But even 
if you have enough RAM to copy the rows to Multiplan's Clip- 
board, you may not have enough space on disk to write the 
records out as you switch applications. If this is the case, select 
fewer records, write them into your File database, switch back to 
Multiplan, select more records, and so on. 

Modifying Existing Databases 

The steps for using Multiplan to add or change a field in a File 
database are quite straightforward. If you are modifying an exist- 
ing database, you must cut the File records to the Clipboard, 
modify them in Multiplan, and copy them back to the Clipboard 
for File. I f you are creating a new database with different informa- 
tion, you do not need to cut the original records. Since cutting 
information to the Clipboard permanently removes it from your 
database. It is wise to make a complete backup of your datafile 
before following the steps below. 

Before you start the process of moving data back and forth, 
review the following list and be sure you are prepared for each 
step. The first three steps are covered in moredetall inChapter4. 




Multiplan document 






Multiplan document 
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1. Back up your File database. 

2. Select the File records you want to modify. Remember that 
you cannot move more than 255 rows at a time, since that is the 
limit of the number of rows in Multiplan. Many versions of Multi- 
plan have a bug that causes Multiplan to go into an endless loop if 
you move a large amount of File data into Multiplan. 

3. If you are creating a new database, usetheCopy command 
from the Edit menu to put the records from the database into the 
Clipboard. If you are modifying an existing database, usetheCut 
command. 

4. Quit File. When you are prompted to save formatted or 
unformatted values in theClipboard, select Unformatted, Besure 
that only the Save Unformatted Records button is checked. 

5. Run Multiplan. Be sure that cell R1C1 is selected and give 
the Paste command from the Edit menu. If you have copied many 
records, it may take Multiplan up to 15 minutes to store them all in 
the spreadsheet. 

6. For safety's sake, immediately save the spreadsheet with 
the Save As command in the File menu. 

7. I f you are going to create a second database from the first, 
remove any rows that you do not want. 

8. Create the derived cell In the top of the columns where 
you want it to appear in the database. Copy it downward with the 
Fill Down command in the Edit menu. 

9. Select all the rows and give the Copy command. 

10. Save the new spreadsheet and quit Multiplan. Again, save 
the Clipboard as unformatted, 

11. Run File. If you are adding the new records to your data- 
base, select that database in the initial dialog box. If you are 
creating a new database, select New Datafile. 

12. Select New record at the end of the displayed records and 
give the Paste command. It may take File several minutes to create 
the new records. 

13. Verify that the computed cells translated the way you 
expected. 

14. Save the new database with the Save command. 



Multiplan 



Multiplan Spreadsheets 
In Word 
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Chapter 2 described many of the ways 
that Word can present Multiplan out- 
put as formatted tables. There are a 
few more issues that you should con- 
sider before you pass Multiplan data 
to Word for display. 

Since much ofyour work with Multiplan is meant to be viewed 
on the Multiplan screen, you will want to adjust column widths so 
that text labels can be seen completely; and you probably will 
want to put short text in labels to save space on the screen. Of 
course, once you transfer a spreadsheet to Word, you can change 
the labels any way you want; you can use multi-line labels or 
labels with different fonts and styles. Because of this, you do not 
need to copy the labels when you move your data: simply fill in 
what you want after you have pasted the data in Word. 

Word also gives you the flexibility to annotate Multiplan data 
in a fashion that is not available in Multiplan. For example, you 
may have an annual report spreadsheet that shows net income. 
However, if this income is altered because your company is buy- 
ing its own stock, you should annotate that when you present the 
spreadsheet. Even though you can't do this in Multiplan, you can 
In Word; Word's footnoting capability works very well here. 



When you get a feel for the types of data that Multiplan can 
pass to other Microsoft applications, you can see how powerful it 
is. Its math capabilities allow you to prepare records for File that 
you would normally have to do by hand (or, as you will see in 
Appendix B, with a programming language). It is much easier to 
enter data in Multiplan than it is in Chart, andyou can experiment 
with different types of calculations and see the results quickly. As 
you saw in Chapter 2, Word can help display Multiplan's results in 
a text document and spruce up the looks of the spreadsheets you 
produce. 



B efore Apple introduced the Macintosh, database software 
for business microcomputers had a reputation for being 
clumsy and hard to use. The instructions you used to tell the 
software about your datafile resembled a programming lan- 
guage, and you needed to remember the names of fields if you 
wanted to sort or select records. Using the Macintosh's standard 
user interface, Microsoft was able to make File much simpler to 
use than the old-style database management systems (DBMS's). 
Although more limited in scope than some other database sys- 
tems, File can handle many routine record-keeping functions, 
and its usefulness is enhanced when it is integrated with the 
other Microsoft products. File stores data in a simple format; so 
like Multiplan, it can be used for customer lists, inventory, gen- 
eral ledger bookkeeping, and similar applications. Used with 
Multiplan's calculating capabilities. File can improve your busi- 
ness record-keeping. With Chart you can graph your File data 
and see summaries of your databases. File can also store Infor- 
mation generated by Word for use in customized form letters, 
reports, and memos. 



File 




Microsoft File 
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The Elements of File 

Like other databases, File works with information ordered as 
fields and records. 

Each field in File can have almost any length (it can contain 
more than 32,000 characters), each record can have more than 
1000 fields, and a datafile can have more than 65,000 records In 
other words, you can create a database with File for almost any 
application you can think of. 



IDB 


Name 


Customers ~ : 

Companu 


1 


Robin Preston 


American Photomics 


2 


Roger Vounts 


KLC, Inc. 


3 


Celia Eiger 


Lincoln Mfg. 


4 


Linda Neely 


American Photomics 



Records 



Fields- 



Fl 






form 



Creating Forms 

To show File how you want your data organized, use the Show 
Form command in the Form menu. You use this fill-in template to 
give a name to each of your fields and to tell File where to show 
the fields on the screen. When you give a definition for a field, 
you also specify the type of data that will go into that field and any 
special formatting characteristics. (Data types are discussed later 
in this chapter.) 

There are two types of File forms. List Helper forms and the 
forms you create and customize yourself. List Helper forms 
always show as many of each record's fields as possible along 
one line. The name of each field Is shown at the top of the 
datafile display. 

The following is a form for a sales database. Part of its data- 
file window is shown in Figure 4-1. 



IDS 

6 . 


Nome 


Form ■■■ 

ILompony 


ILast Orderl Rmountf^ 


s 






Q 


View IK?I 1 




-• 


Si 



IDE 


Name 


Customers - 
Companu 


Last order] 


Amount 


O 


1 


Robin Preston 


American Photomics 


3/2/85 


$3,517.00 




2 


Roger Vounls 


KLC, Inc. 


7/6/85 


$230.75 




3 


Celia Eiger 


Lincoln Mfg. 


8/18/85 


$827.00 




4 


Linda Neely 


American Photomics 


6/9/85 


$2,050.00 




5 


Skip Vasquez 


Fuller Parts 


5/4/85 


$720.50 




6 


Greg Bianchi 


Haselton Computers 


7/18/85 


$4,900.00 


Ij:; 


7 


Jennifer Mahler 


KLC, Inc. 


7/6/85 


$1,400.00 




8 


S. Shell 


National Service, Inc. 


4/30/85 


$512.75 




9 


Marty Davis 


KLC, Inc. 


1/24/85 


$2,805.00 






I7/17KPI liliiiiililiiililiiiiiiii 


. ' 111 . ■ ill 


■iiiiiiiiiiiiii 





Figure 4-1. 

Datafile window for a List Helper form 

Without List Helper, you can arrange fields so they appear 
on a form much like a paper form. You can have many fields on 
a line, and some of the fields can be more than one line tall. For 
instance, you may want to set up a form like this one: 




Using such a form makes data entry easier, or at least more 
pleasant, for most people. The datafile window for this form is 
shown in Figure 4-2. 

You can keep as many forms for a datafile as you want. If 
you want to save a form for future use, open the Form window 
and give the Save Form command in the File window. 

Displaying Records 

When you begin working with a data- 
base, all of the records are shown in 
the datafile window; you can view 
them all by scrolling. The actions that 
affect records (except those Involv- 
ing the Clipboard) affect all records in the datafile window. If 
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Figure 4-2. 

Datafile window for a general form 



you want to work with less than the full set of records, you 
display just those records with one of the commands in the 
Organize menu. 

The Find command is generally used to make a subset of the 
records in the datafile window. The Find command lets you 
specify which records you want by establishing a condition, 
such as ''all records whose Amount field is greater than 1000."' 
You can easily create complex display criteria such as "every 
record that has a Stock field below 25 and the Purchase Date 
field before 8/1/85." 

When you give the Find command from the Organize menu 
(the shortcut is command-f). File displays the Find window: 




The window consists of two buttons. Find and Clear, and a form 
identical to the form for your database. To specify the display 
you want to see, you fill in the fields in the Find window and 



click the Find button. The Clear button clears all of the display 
criteria you have entered in the window. 

To find all records with a field equal to a specific value, 
simply enter that value in the Find window field. For example, 
to find all customers whose last order was on 7/15/85, enter this 
in the Last Order field: 




When you click the Find button. File searches through the 
entire file for records with that date. The number in the lower- 
left corner of the window shows the number of records in your 
display subset and the number of records in the datafile. 

HTTm 

You can also find records based on whether the fields are 
greater or less than a particular value. To do this, put an opera- 
tor in front of the value in the Find window. Table 4-1 lists the 
operators you can use. For example, to find all records whose 



Table 4-1. 

Find Operators 



Operator 


Meaning 


= 


Exact value 


<> or >< 


Not equal to 


> 


Greater than 


< 


Less than 


>= 


Greater than or equal to 


<= 


Less than or equal to 


... 


In a range 
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Amount field is greater than or equal to 275, enter 




You can also use operators with text fields. For instance, “>N" 
in a text field means find all records whose first letter starts with 
a letter in the alphabet after "N". 

You can specify more than one field criterion in your Find 
command. For example, to find records with Last Order before 
7/15/85 and Amount over 1000, enter 




File will find all records that meet both criteria. 

After you have given a Find command, if you want to display 
all the records again, give the Show All Records command in 
the Organize menu. You can also choose, one by one, which 
records to show in the display, by clicking in the record- 
number bar of each record. It may be faster to select the 
records you do not want to appear in the display and give the 
Hide Records command (shortcut: command-h) in the Organ- 
ize menu. 

Sorting 



Organize 



Find... m 

Hide Hei:<n O^ XH 
Shoiii nil Records 



Soil... , X 



Report... ^ 



Once you have chosen the records 
you want to display, you may want to 
sort them in a particular order. File 
normally stores the records in your 
datafile in the order you entered 
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them, which is not very useful in most situations. You will 
probably want to view the records in sorted order based on 
one or more of the fields, such as by date or by name. 

To specify the fields on which you want the displayed 
records ordered, give the Sort command in the Organize menu 
(shortcut: command-s). File brings up a Sort window, which is 
similar to the Find window: 




This window also uses the current form. 

Instead of filling in values in the fields, you click on the box 
at the left of the field to specify that you want to sort on that 
field. For example, to sort the displayed records by the Last 
Order field, click on its box: 




File automatically fills in which indicates that the field 

will be sorted in ascending order. Click the Sort button to see 
the result. 

You can also sort In descending order. To switch the sort order, 
give the Sort command again and click on the portion of 

the field. The field changes to File uses and 

in text fields to indicate the sort order. 

You can sort by more than one field if you wish. Sorting on 
two fields means that if there is more than one record with the 
same value for the first field, those records will be put in order 
for the second field. If you had a field for first name and a field 



s 
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for last name, you would sort all the people who have the same 
last name also by first name, as in the phone book. The field 
that you sort by first is the primary field; the second sorted field 
is the secondary field, and so on. You can sort on as many fields 
as you want. 

You would probably use the Company field as the primary 
field and the Name field as the secondary field to sort the 
customer list in the sales database example. In addition, you 
would probably want to sort both fields in ascending alphabeti- 
cal order. To tell File you want this sort order: 

1 . Give the Sort command. 

2. Click on Company. 

3. Click on Name. 

The Sort window will show: 




Notice that Company has a value of 1 in its box and Name 
has a value of 2; as you might guess, this is the sorting order. 
You can edit these boxes if you want to change the sort order. If 
you decide not to sort a field that you have already selected, 
select it and press the backspace key. 



|iih indexed Fields 

when File reads or sorts records, it accesses the disk often. 
File Index Since the Macintosh floppy disks are somewhat slow, the Find 
and Sort commands can take a long time to execute. If you 
know that you are often going to use certain fields for finding 
or sorting, you may want to index those fields. 

Indexing a field causes File to store a special table on disk 
that lists all of the records and the values of the Indexed fields 
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(sometimes called keyed fields). File can read through the index 
file much faster than It can read through the records, which 
makes the Find and Sort commands work much faster. The trade- 
off is that the index file takes up room on the disk. 

To index a field, click anywhere in one of the field's input 
boxes. This makes the Format command in the Form menu 
available (it will say '"Format Text Field", "Format Number 
Field", and so on). Give the Format command in the Form 
menu, and File presents a dialog box with many formatting 
choices; these are discussed later in this section. For example: 



Format 


Tent Field □ Ipden jj — — jj | 


Name:! 


Company 














, 1 

[ Cancel J 




-Align 




r style 






® Left 




□ Holder 






O Center 




□ Underline 






O Right 




□ Bold 












□ Italic 





A square check box near the top right of the box is labeled 
"Index". Click this box and then the OK button. File will then 
sort the records as it creates the index file. 

After a field Is indexed, you will notice that sorting or find- 
ing values in that field is much faster. If your database is on a 
standard Macintosh disk, sorting will probably take less than a 
third of the time it took before the field was indexed. 



Reports 

The main reason for choosing records and sorting them is to 
organize them for use with other programs or for a report. 
File's report facility lets you set up a report form that can be 
used on any subset of your database. Setting up a report is 
almost as easy as setting up your input screen to create a form. 

Reports are most often written to summarize the data in a 
database. For example, you may want to know how many con- 
tacts you have at each company. After sorting the records on 
the Company field. File's report facility will start reading the 
records, looking for the first company's name in that field. 



iiih 



File Report 
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When the value in the Company field changes (meaning that 
there are no more records that contain the first company's 
name in the Company field), File prints out a summary showing 
the number of records with that Company value. These steps 
can be repeated for each value you specify. You can then tell 
File to show a grand total, which is a summary of all the sum- 
maries, at the end of the report. 

To set up a report, give the Report command from the 
Organize screen. File opens a Report window similar to the List 
Helper form window: 



SDB 




Report 



Preulem 

Sort iNot Sorted 



□ Summary Report 



Heading 



Field 



Name 



ItfajElilli 



Last Order 



I Company 



CompaniT 



flmoui 



Grand 






lOMT 






The three horizontal portions of the window correspond to 
the possible ways of presenting the fields: 

• Sorted— Move any fields that you want to sort into this 
area. Like the Sort command, the Report command lets 
you decide the order in which the fields will be sorted. 

• Not Sorted— If you want to show values for fields other 
than those that are sorted, move the fields into this area. 

• Not Shown — These are the fields that you do not want to 
show in a report. 

You can choose to show all the records in a report or just 
the summaries. For example, assume that a list of clients is 
sorted by state (primary) and city (secondary). If you print a 
summary report. File will print one line summarizing all the 
records for each city. A general report would include all the 
records between each summary. 

To specify the type of summary you want, select the field 
name and give the Format Summary Field command in the 
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Form menu. You will see the following dialog box: 



Format Summary Field 

Summary of "Name" by 
“Name" 



rFunction 

□ Total 

□ Count 

□ Hoorayo 

□ Hinimam 

□ MaHlmum 

□ Sid, Oei». 



( )l 

[ Cancel ] 



If the field is a text field, your only choice is Count. The 
types of summaries are shown in Table 4-2. You can select more 
than one type of summary for the records (such as Total and 
Average). 

You can see a report on the screen by clicking the Preview 
button. To print a report on your printer, keep the Report win- 
dow open and give the Print Report command. If you want to 
save the report as a text file that can be read by Word, give the 
Save Report command instead. 



Table 4-2. 

Types of Summary Fields 



Type 


Meaning 


Total 


Sum of ail the values 


Count 


Number of records 


Average 


Average of the values 


Minimum 


Smallest value 


Maximum 


Largest value 


Std. 


Standard deviation of the values 
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For example, assume you want a report on your contacts by 
company and a count of the companies. You would specify the 
following: 



ip^— 

Sort 


^ □ Summary Report ^ 


A->Z 


A->Z 1 


iNot Shown 111 


Heading 


Lompanu 


Nome 1 


Lost order 


Amou in 


Field 


ICompong |Name || 


Lost Order 


Rmoi ;i 


bg Name 




Co'int 






by Compani 




^ 1 






Grand 




1 






Twr 







Figure 4-3 shows part of the report. 



Types of Data 

File can handle four types of data: numeric, text, date, and pic- 
ture. You can have any mix of these data types in your data- 
bases. When you enter data into your database, you type text. 



Company Contacts 

American Photomics 2 

Dan Fenster 1 

Elliot Motors 2 

Fuller Parts 1 

Haselton Computers 1 

KLC, Inc. 3 

Lincoln Mfg. 2 

Linotest 2 

National Service, Inc 1 

Paul Thomas 1 

Telacomp 1 



Figure 4-3. 

Sample File report 
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dates, and num bers into the fields. You can edit fields just like you 
edit in Word or MacWrite. Picture data must be pasted into fields 
from the Clipboard. It is likely that you will also use the Scrap book 
if you use picture fields. 

Each type of data is formatted in different ways. The formatting 
you use will affect the way in which File displays records on the 
screen. However, beforeyou pass information tootherMicrosoft 
programs, you should remove the formatting so that numbers are 
not mistaken for text fields. When you save records to the Clip- 
board, File will ask whether you want to save the records with or 
without formatting; 




Sauing large clipboard 



^ Saue Formatted Ualues 
□ Saue Unformatted Ualues 

r_0K__| [ Cancel ) 



Be sure to check only the Save U nformatted Values button. Text- 
only files will have the same formatting as the current form. 

Remember that the formatting you specify is the display for- 
matting only. You are not required to enter formatting characters 
such as commas when you are adding or changing formatted data. 
If you have a number in dollar format, you do not need to add the 
dollar sign; File adds it for you when you have finished the entries 
in a field. 

Numbers, dates, and text have two formatting characteristics 
in common: alignment and style. Alignment can be left, center, 
or right, the same as the tab alignment in Word. I f you want to use 
a special type style, you can choose underline, bold, or italic. If 
you are not using the List Helper form, you can choose whether 
the field has a border around it (so you can see where to enter 
data). 

The data and headings in a form are not limited to one type 
font and size in File: when you give the Set Font command in the 
Form menu. File presents a window listing four fonts and sizes: 
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Set Font 
Font Name: 



Chicago 
NeiLP Vork 



GeneiPa 



I Monaco |^| 14 



9 

10 



( Cancel ] 



Font 

Size: 



na 



The following sections describe the types of data that File 
handles and the formatting you can apply to each type. You need 
not be concerned about how File handles the data on your disks, 
only how you enter and produce reports. 

Numeric Data 

Any data on which you want to perform calculations must be 
numeric. You can enter numbers in their regular form or in 
scientific notation (such as ''4.2E7''). File sorts numeric data from 
negative to positive. 

There are two types of numeric fields: data and calculated. 
You enter numbers into a data field just like a text field. A calcu- 
lated field, however, never accepts data from you. Instead, File fills 
In the field with the results of a formula that you entered when 
you set up the form. For instance, you can have a field called Tax 
calculate the sales tax on the values in an Amount field. If the tax 
rate is 5.2%, your formula in the database form would be 

Amount*. 052 

Both the formatting and formula are entered in the Format 
dialog box: 



Format Number Field □ Indeu 



Amount 



I )] 

[ Cancel ] 



Display 

O General 
® Dollar 
O Percent 
O Decimal 
O Scientific 



-Align 

OLeft 
O Center 
® Right 



Decimals: |2 | 



-Style 

□ Durder 

□ Underline 

□ Bold 

□ Italic 

^ Commas 
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Table 4-3. 

Numeric Display Types 

With Decimals Set to Two Places 



Display 


Example 


General 


723.9 


Dollar 


$723.90 


Percent 


72390.00% 


Decimal 


723.90 


Scientific 


7.24E+02 



The possible types of displays are shown in Table 4-3. As you can 
see in the illustration, you can specify the number of places after 
the decimal point (although File always remembers more if neces- 
sary). The additional style choice, Commas, inserts commas in 
numbers. 

Your formulas can use addition, subtraction, multiplication, 
and division, and can group calculations with parentheses. Just a 
few of the uses for calculated fields are 

• Tax, commission, or other rates based on a field. 

• Totals of other fields. For example, if a record has quarterly 
sales, a computed field might calculate annual sales. 

• Difference between fields, such as net profit or amount left. 



Text Data 

Text fields can be sorted but not calculated. Names and addresses 
?iTe common text fields in databases. You may want to store 
numeric Items that you will never use in calculations, such as part 
numbers, telephone numbers, or ZIP codes, in text fields as well. 

The only formatting you can select for text fields is alignment 
and style: 
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Format ToKt Field 
Name: 



□ IndeH 



Company 



Rlign 

(S)Left 
O Center 
O Right 



Style 

□ Oorder 

□ Underline 

□ Bold 

□ Italic 



II II 



Cancel 



Dates 

File's date fields make it easy to store time-based information. 
Dates can be entered in conventional formats (such as "12/14/84" 
and "December 14, 1984") and can be correctly sorted with the 
Sort command, which often is not the case in other DBMS’s. The 
formatting for dates is 



Format Date Field □ Inden 



Name: 



Last Order 



iL-giLj 



Cancel ] 



r Display 1 




•fliign 




r Style 


(i) Short 




(i)Left 




□ Border 


O Medium 




O Center 




□ Underline 


OLong 




0 Right 




□ Bold 

□ Italic 







Table 4-4 shows examples of the three display formats. 

When entering dates, you can use a shortcut if you are enter- 
ing the current year. If you just enter a number between 1 and 31, 
File assumes that you are entering the current day and supplies 
the month and year for you. If you entertwo numbers with a slash 
(example: 12/31), File assumes that you are entering a date in this 
year and supplies the year for you. 
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Table 4-4. 

Date Formatting 



Format 


Example 


Short 


11/2/85 


Medium 


Nov 2, 1985 


Long 


November 2, 1985 



Picture Data 

File's use of picture fields Is novel. A picture field can hold a 
picture created with Chart, MacPaint, MacDraw, or some other 
program that can store pictures in the Clipboard. You cannot sort 
or find records based on a picture field. 

As you might imagine, the formatting for picture fields is 
different from the other data types. The Format dialog box looks 
like this: 



Format Picture Field 
Name: 



Room 



r Display-! 




-Style 


(S) Clip 




S Border 


0 Scale 





[ Cancel ) 



If the picture in the record is larger than the display field in 
your form. File must decide whether to clip the picture (show only 
a portion of the whole) or scale the picture to fit In the field. You 
may enlarge the field in the Form window to show the whole 
picture, if you like. 

If you copy records into the Clipboard or save them as text- 
only, File will eliminate the picture fields. Thus, they are not of 
much interest to people who use File in conjunction with other 
products that do not use pictures. 
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Moving File Records 
Into Multiplan 



As you saw in Chapters, Multiplan has 
more mathematical capabilities than 
File. You can transfer records from File 
to Multiplan for processing and then 
move them back to File. 

SinceMultiplan cannot read aFiletext-only datafile, you must 
transfer records through the Clipboard. You should not transfer 
too many records at a time, however, since Multiplan reads them 
in very slowly, and some versions of Multiplan have bugs that 
make them stop If they are reading too many File records from the 
Clipboard. Transferring about 100 records at a time seems to bean 
acceptable level. 

The records from your database are stored in the Clipboard in 
the order in which they are selected. Thus, if you are going to 
produce column totals in Multiplan, you must sort the records 
before pasting them into the Clipboard. 




Microsoft File Multiplan 



Moving File Records 
Into Chart 





Chart will accept File records just as it 
accepts Multiplan rows.Theonly prob- 
lem is that you need to set up your 
forms to contain only the information 
that you want to display in Chart. This 
usually means you must hide all of the text fields and the number 
fields that you are not interested in. 

To set up a special form for transferring records to Chart, 



Microsoft File Microsoft Chart 



1 . Open the Form window. 

2. Give the Save Form command in the File menu to copy the 
form you were already using. (Unfortunately, there is no New 
Form command.) 

3. H ide all of the fields that you do not want by dragging them 
into the shaded area of the form. Rearrange the other fields to be 
in the order in which you want to pass them to Chart. A label field 
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for numeric data should be in the first column. 

4. Give the Save Form command in the File menu. When you 
later want to transfer data to C hart, you can reuse this form instead 
of having to re-create it. 

When you paste the records into Chart, it will open a series 
window for each column of numbers. Like Multiplan data, if the 
first field is text, the first series window will be for the text field and 
the first numeric field. 

You can transfer summary reports to Chart for graphing, but 
you must use a somewhat roundabout method. First, save the 
report as a text-only file, as described in the next section. Quit File, 
run Word, and open the file. Remove all the headers so there is 
only data in the file. Select all the data and copy it to the Clip- 
board. Quit Word, run Chart, and paste the data into the series 
windows. The step of editing out the headings in Word is, unfor- 
tunately, not automatic, but it is necessary so the data will be 
transferred correctly to Chart. You should also be sure that your 
numeric fields are not formatted so that Chart knows that they are 
numeric, not text. 



Transferring File Output 
To Word 

Word can handle many kinds of File 
output. Since File can put text-only 
files as well as records into the Clip- 
board, you can use either method to Microsoft File Microsoft Word 
transfer data to Word. For reports, 

however. File will only write to a text-only file, not to the Clip- 
board. 

The simplest kind of data to transfer from File to Word is plain 
records. For instance, you may want to show a group of records in 
a Word document. This is done with the Save Records command 
in the File menu or by copying the records to theClipboard. Word 
can format the records with the table features, which is similar to 
formatting Multiplan output. 

Word can also read a text-only report file. Any report can be 
saved as a text-only file and opened in Word. To save a report as a 
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text-only file: 

1 . Open the Report window and select the fields you want to 
report on. You can display the report with the Preview button. 

2. With theReport window open, givetheSaveReportAs. . . 
command in the File menu. Word presents a dialog box: 



Saue Report Rs: Hard Disk 


If 1 


( Eject ] 


^npri firRtinn ^ ^ 


(§)TeHt Output [ Cancel ] 


[ Driue ) 



Click theText Output button, give the report a name, and click the 
Save button. File then runs the report. 

3. I f you will want to use this same report form in the future, 
give the Save Report As . . . command again and click the Specifi- 
cation button. This saves the items in the Report window. 

4 . Quit File and run Word. Open the report file and add any 
formatting you want, such as new tab rulers. 

You can also save records in a text-only file for use with Word's 
merge facility. To save space, remember to hide any fields that you 
do not need to use in your merge letter. Chapter 2 suggested ways 
you can creatively use numeric fields in your form letters. 

The Save Records As . . . command in the File menu saves all 
the records in the datafile window in the order of appearance 
(remember to sort them first). The command's dialog box looks 
like this: 



Saue Records Rs: Hard Disk 




[ Eject ] 


11 iJ 


O Normal 

(g)TeHt (Microsoft Print Merge) [ Cancel ] 


[ Dfiwe J 



Click the Text button, give the file a name, and click the Save 
button. Remember that this file will have a header containing the 
field names so that Word can use this file by itself. 
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As you have seen in this chapter. File's record-storing capabil- 
ity is a good match for the other Microsoft applications. It can be 
used with Multiplan to get the latest results from a static database 
or it can produce its own reports. Like Multiplan, File can pass data 
to Chart so you can see drawings of your numeric data or summa- 
ries of your databases. It can also be used as a mailing list for form 
letters in Word. You will find that File is an easy-to-use data 
handler for many of your business needs. 




I 

t 



Chart 



N umeric data from File and Multiplan often needs to be pre- 
sented in a clear, easy-to-read format. In Chapter 2 you saw 
how Word could help with this task by arranging numeric data 
into tables. To turn numbers into graphs, however, you need 
Microsoft Chart. 

Chart is based on the ''data as pictures" concept to which 
many Macintosh owners have become accustomed. If you 
haven't used any computer other than a Macintosh, you may be 
surprised to discover that almost all other computers do not 
support graphics as a standard feature. If you also have Chart, you 
can produce a wide variety of sophisticated graphics on your 
Macintosh. To make graphs like those of Chart, users of other 
computers often need to spend hundreds or thousands of dollars. 




Microsoft Chart 



Chart’s Advantages 

Chart produces graphs that can be used in Word documents or by 
themselves. The previous two chapters discussed many of the 
methods used to transfer information to Chart. Chart's greatest 
asset when used with File and Multiplan data is the speed with 
which you can produce results. Once you have run Chart, pasting 
the data from the Clipboard or the Scrapbook goes very quickly. 
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and selecting the kind of graph to produce usually takes less than 
a minute. The most tedious part is usually getting the labels, 
legends, and other text on the drawing in exactly the right way, 
but you'll see in the next chapter how MacPaint and MacDraw can 
make this much easier. 

Making graphs with Chart is so easy that you can feel freer to 
make mistakes, since correaing them does not take long. For 
example, if you accidentally include an extraneous piece of data 
(such as a total in a totals column), you can quickly remove it after 
you see that your drawing is incorrect. If a pie chart is lopsided, 
you can quickly fix it without leaving Chart. You can also fix 
problems and do touch-up work in MacPaint or MacDraw. 



Design Considerations 

When you make a graph of your data with Chart, the type of graph 
you use will affect how the viewer sees the information you are 
presenting. If you show the data in only oneway, the viewer may 
not think of other relationships that a different kind of graph 
might have shown. For example, two series graphed in a column 
or bar chart show comparison and contrast much more dramati- 
cally than the same series shown as two line graphs, which are 
better for showing trends over time. 

In addition, certain kinds of charts are based on assumptions 
that your data may not share. For instance, pie charts present data 
as adding up to 100 percent of a certain value, while line graphs 
don't assume that data is added together. Thus, choosing one type 
of graph can hide some potentially useful interpretations of the 
data or be inappropriate for the data. 

Still another consideration is that graphs can hide a poor 
selection of data or can present data that is not really related. A 
combination chart, for example, may look correct even though 
the data from which it is created may not be related at all. 

The following guidelines may help you choose the types of 
charts best suited for your data; you'll look at each type in detail 
later in the chapter: 

• Line graphs are often used to show trends over time in data 
such as physical measurements, temperatures, and percent- 
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ages. This kind of chart can also illustrate the relationship 
between two or more series, such as advertising expenses 
and sales, by graphing them together. 

• Scatter charts illustrate the distribution of individual data 
points. 

• Pie charts show the contribution of each part to the whole. 
Like any type of graph, they should not be used for series 
whose values are not related to each other. 

• Bar, column, and area charts are used to compare Informa- 
tion such as sales, inventory, or population growth. By stack- 
ing bar and column charts, you can present the cumulative 
total of each series, whereas comparative bar and column 
charts (side-by-side) can illustrate the differences between 
series or present several different series of information for 
contrast. 



Entering Data Into Chart 

The previous two chapters showed you how to transfer data 
from Multiplan and FileintoChartthrough theClipboard. Asyou 
saw, C hart simply transfers each field of data into a series window. 
You can, of course, also type the data into Chart directly. You can 
edit the series windows using the standard Macintosh editing 
techniques. Once the data is entered. Chart's advanced features 
let you format it in many creativeways, which you'll read about in 
the following sections. 



{di 

Chart document 



Paste and Link 
From Multiplan 

Chapter 3 showed the simple way to 
transfer data from Multiplan to Chart: 
copy a portion of a spreadsheet to the 
CWpboard, run Chart, and paste the 
values into series windows. You nor- 
mally save this chart and its data for future use. If the Multiplan 
spreadsheet used for the graph changes, you will need to go 




Multiplan Microsoft Chart 
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through the procedure again to get the most recent results. 

If you know in advance that the spreadsheet you are using is 
going to be updated and that you will always want its most current 
data, you can use the Paste and Link command in Chart's Edit 
menu to tell Chart to go back to the original spreadsheet for the 
data each time you open that drawing. When you give the Open 
command on a Chart document whose data was created with 
Paste and Link, Chart reads the cells in the original spreadsheet to 
create the series windows. 

Use the following steps to paste and link a spreadsheet to a 
chart: 

1 . Select the series data from your Mu Itiplan spreadsheet and 
give the Copy command from the Edit menu. (If you have just 
created the spreadsheet, you must save it before copying the 
selection to the Clipboard so that Chart will know the Multiplan 
spreadsheet's name.) 

2. Quit Multiplan and run Chart. 

3. Give the Paste and Link command from Chart's Edit menu. 
This will create series windows just as the Paste command does. 

4 . Make the drawing by clicking on the Plot Series buttons in 
the order you want. 

5. Give the Save As command in the File menu to save the 
drawing and series information. This will also savethe information 
about the Multiplan spreadsheet that the series came from. 

You should be sure that theMultiplan spreadsheet from which 
you are reading data is on the same disk as the Chart document. I f 
it isn't. Chart will present a dialog box: 



Can't re-establish link: "PO'L test” 


not found on this uolume 


1 


Hard Disk 


[ OK ] 


1 ( Eject ] 


[ Cancel ] | 


[ ) 
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Insert the disk with the Multiplan spreadsheet and click the OK 
button. Chart will then read the data. 



Types of Chart Data 

Before you create series windows in Chart, you can assign a series 
type to the data. If you are not creating text series, such as a 
selection with text labels in the left column, you should select the 
series type in Chart before pasting in the data to prevent Chart 
from breaking your data into separate series windows. You specify 
the type of data for a window with the Sequence, Date, Text, and 
Number commands In the Data menu. 

The sequence, date, text, and number data types tell Chart 
how to format the category column (the left column) in the series 
window. The four commands also letyou changethe labels forthe 
series, the category column, and the value column (the right 
column). 

Sequential data must be numeric, and each category must be 
incremented by a preselected amount. You can set the initial 
value and the increment that each category will have: 



^ 

M 

Chart document 



Sequence Series 

Series Name: 

Category Name: 

Ualue Name: 

First Category: 

Increment Each 

[ OK ] [ Cancel ] 




The defaults are for starting the categories at 1 and increasing by 1. 
You can also specify the same settings for date series: 
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Date Series 

Series Name: 

Category Name: 

Ualue Name: 

First Category: 

Increment Each Category By 

1 <•) Years O Months QD^ys O Uieekdays 

[ OK ] [ Cancel ] 




In a date series, you also specify the time increment. This is the 
unit of time and the amount by which the time is to be increased 
for each value. 

If you specify a text or number series. Chart does not assume 
that the data is in a specific order or has incremental values. If you 
plot a text series first and then plot incremental series. Chart will 
assume that the incremental series corresponds to your text se- 
ries. (You saw this in Chapter 3 when you plotted Multiplan data.) 

Chart’s initial assumption is that the data you are entering is 
sequential starting with 1; if you paste other data into the New 
Series window, the windows that Chart forms will not be correct. 
For instance, assume that the following is data from a scientific 
experiment: 




If you paste rows 2 through 5 of columns 1 and 2 into a drawing. 
Chart will form two windows: 
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Since the data in the first column is numeric, not a sequence, 
give the Number command in the Data menu before pasting the 
data. When you then paste the data into the New Series window. 
Chart will correctly associate the data in the first column with the 
data in the second: 
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If you specify a type of data for the series window and try to 
paste in a different type of data. Chart will make its best guess and 
change the data type. For example, if you tell Chart that the New 
Series window will be numeric and then paste in text. Chart will 
change the window type to text. This may not be what you want, 
so you may have to experiment before getting C hart to accept the 
data correctly. 

Sorting Chart Data 

when you enter sequential and date data. Chart sorts the data in 
ascending order by category. This makes the categories in the 
resulting drawings appear from left to right (or top to bottom) in 
ascending order. 



Data 



Sequence... 

v^ote... 

Tent... 

Number... 



Sort... 



Rnalyze...’T 
List... mi 
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If you are using data from Multiplan or File, you can bring it 
into Chart and sort it there. The Sort command in the Data menu 
lets you sort data in a variety of ways: 

• You can sort numeric and text series by categories. 

• You can sort any type of category in ascending or descending 
order. 

• You can sort the values in a series. 

When you give the Sort command. Chart presents the following 
dialog box: 



Sort 

(i)By Category 
OBy Ualue 

® In Rscending Order 
O In Descending Order 

[ OK ] [ Cancel ] 



Choose the appropriate column to sort on and the order you 
want. 

Sorting numeric and text categories is useful if you are prepar- 
ing a graph for use in a report written in Word. Long tables of 
equivalent rows are often sorted so that the reader can quickly 
find specific information. For instance, if you are showing both a 
sorted File table and a graph from Chart, it is good to show the 
graph in sorted order as well. 

It is uncommon to sort data series by values. The resulting 
drawing will have steadily increasing or decreasing slope, but the 
category values will be jumbled. This option is only useful for 
numeric or text pie charts. A pie chart whose values are sorted 
looks better than one in no apparent order. For instance, compare 
the following two charts: 
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The sorted chart on the left presents the data in a more logical 
order. 



Analyzing Data Series 

As you saw in Chapter 3, Multiplan has many functions for making 
calculations on rows or columns of data. Chart has many of the 
same capabilities. The Analyze command in the Data menu lets 
you create new series windows based on the data in other win- 
dows. The types of analyses you can perform are listed in the 
command's dialog box: 



Oatd 



s/Sequence... 

Date... 

TeHt... 

Number... 

Sort... 



Analyze. .. , 



List... 8gL I 



Analyze Series 

(•) Ruerage 
O Trend 
O Groiuth 
O Cumulatiue Sum 
O Difference 
O Percent 
O Statistics 

[ OK ] [ Cancel ] 



The series windows created with the Analyze command are 
usually used in combination charts with the original data. For 
example, if you have a bar chart of weekly sales, you may want to 
overlay it with aline graph showing the trend of sales from week 
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to week. You can also generate a series window of statistics to use 
in graph labels. 

The choices you have for analyzing data are shown in Table 
5-1. The most common uses for the Analyze command are to 
show trends, an average line, and the differences between incre- 
mental values. You should remember that just as with the com- 
puted data in Multiplan and File, the series windows created with 
the Analyze command are derived values, not actual data. 

It is easy to find uses for such derived values. For example, 
assume you have a graph like this one: 



Daily sales 




9/9 9/10 9/1 1 9/12 9/13 9/16 9/17 9/18 9/19 9/20 
Date 



It may be hard for a viewer to figure out on which day sales were 
above or below average in this drawing. You can simplify the 
viewer's task by creating a series of the average of the values: 



Daily sales 
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Table 5-1. 

Types of Analysis in Chart 



Type 


Description 


Average 


Series of identical points that are the average 
of the data 


Trend 


Least-squares approximation of the straight- 
line trend of the data 


Growth 


Exponential growth-curve approximation of 
the trend of the data 


Cumulative Sum 


Sum of each member of the series. Each value 
of the new series is the previous value plus the 
data from the original series 


Difference 


Differences between each pair of values from 
the series 


Percent 


The percent of the total of the original series 


Statistics 


A compilation of statistics on the series, 
including number of values, maximum, 
minimum, average, median, standard 
deviation, and correlation coefficient 



Click the Plot Series button; then click on the chart. Give the 
Overlay Chart Type command in theChart menu to set the type of 
the overlay chart to a line chart. The result is this: 

Daily sales 




9/9 9/10 9/11 9/12 9/13 9/16 9/17 9/18 9/19 9/20 
Date 
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If your data is supposed to show a linear trend, use theTrend 
button in the Analyze command to create a trend series. Overlay 
that series on your original data. For example: 

Daily sales 




9/9 9/10 9/11 9/12 9/13 9/16 9/17 9/18 9/19 9/20 
Date 



Types of Charts 
In the Gallery 



I — 

jyl 

Chart document 



As mentioned before, the type of chart you choose can affect the 
relationships a viewer sees in the data. Since you may be transfer- 
ring complex data from File and Multiplan, it is important to 
determine what type of chart you want to use based on the kind of 
data you have and the kind of comparisons being made. 

The following discussion covers the charts that can be selected 
with the commands in the Gallery menu. Each type of chart has a 
number that is displayed in the gallery. 



For Simple Data 

Most of Chart's graphs are appropriate for use with simple row or 
column data, or for series that are parts of a whole, such as 
monthly sales in a given year. Depending on your application of 
the data, there are many graph styles to choose from. 

The most common simple graph is the pie chart. All types of 
pie charts are useful for graphing simple row or column data, as 
long as that data adds up to a total. The viewer of a pie chart 
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compares the data by comparing the pieces of the pie. Thus, pie 
charts are especially useful when there are a few categories of data 
with wide-ranging values. If the values are close together, a bar or 
column chartwill probably show the differences better than a pie 
chart. 

For example, assume you have the following data: 




A pie chart of this data would look like this: 




Because the values are so close, it is hard to tell the difference 
between the pieces of the pie. However, a column chart of the 
same information would look like this: 



400 
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Although the bars are almost the same height, it is easier to see 
which is tallest, shortest, and so on. You could make it much easier 
to see by using smaller intervals in the chart. 

Table 5-2 lists the types of charts appropriate for simple row or 
column data or for series that are parts of a whole. Basically, all 
charts that use data that can be thought of as adding up to 100 
percent will work. 



For More Complex 
Array Data 

All of the chart types (except for pie charts) are useful with 
two-dimensional (array) data and for graphing several unrelated 
series together. The specific type you use in any given situation 
should depend on 

• The relation of the elements in each series 

• Whether or not the series represents a total 

• The importance of a particular series in the data. 

The easiest way to decide which type of chart you want to use is 
simply to experiment with them. 



Table 5-2. 

Types of Charts Appropriate 
For Simple Row or Column Data 



Type 


Appropriate Types 


Area 


1, 3, 4, 5 


Bar 


1, 2, 4, 6, 7 


Column 


1, 2, 4, 6. 7, 8 


Line 


1, 2, 3, 4, 5, 6 


Pie 


All 


Scatter 


2, 3. 4, 5 
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Some of the chart types assume that the series you are using 
are additive. For instance, someone viewing bar chart type 5 (100% 
stacked) will assume that the value of each complete bar is the 
same; if it isn't, the viewer will be quite confused. The additive 
charts are area type 2, bar type 5, and column type 5. 

Scatter drawings are generally used with number series, since 
they have nonincremental columns and rows. These are espe- 
cially useful in scientific research for showing points of data and 
are rarely used in business and finance. 

As you saw earlier. Chart lets you combine chart types if you 
have more than one series. This can be useful not only for sum- 
mary data generated by C hart, but also for su mmary data that you 
may have included in your data. If you are reading information 
from Multiplan, you can generate the statistics before you transfer 
the data to Chart. 

You can use overlaid charts to emphasize the difference 
between series. For instance, if a column chart shows the expendi- 
tures of a company over the year, you can show the intended 
budget for the same period as a line graph: 



Quarterly sales 



500 




400 



300 



Amount 



200 



100 



0 



Oct, 1985 Jan, 1986 



Apr, 1986 Jul, 1986 



Starting 



Using a different type of chart makes dissimilar data much more 
understandable. If you had simply used another column, the 
comparison would not have been as clear: 
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Jul ,1985 Oct , 1 985 Jan , 1 986 Apr , 1 986 



The Combination command in the Gallery menu gives you 
four suggestions for common combinations of charts. If you are 
creating your own combinations of charts, experiment with the 
formatting choices in the Main Chart and Overlay Chart com- 
mands in the Format command menu. 



Transferring Graphs 
From Chart to Word 





Microsoft Chart Microsoft Word 



L) niess you simply print out your charts, 
it is likely that you will want to include 
them in your Word documents with 
the data they were derived from. As 
you might guess, it is fairly easy to 
transfer a graph to Word through theClipboard. Simply select the 
graph and give the Copy command to put it in the Clipboard. 
Word cannot read a Chart document directly. 

As you will see in Chapter 6, you will probably want to transfer 
Chart's drawings to MacPaint or MacDraw before you put them 
into your reports. Since some of Chart's commands for placing 
text labels and legends can be awkward to use, it is easier to add 
your text in MacPaint. 



Chart's ability to take data from File and Multiplan makes It 
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easy for you to create graphs. You will find that they are a useful 
aid in presentations and reports. You can include tables of figures 
in Word documents and can also include drawings of that data 
just as easily. You can graph data qu ickly as you work with it, seeing 
for yourself the trends and tendencies of the numbers you're 
working with. Chart provides a wide variety of graphs and allows 
you to experiment easily with the different types and formats. 



- Using MacPaint and MacDraw 
With the Microsoft Applications 



B ecause the end result of integrating Word, Multiplan, File, and 
Chart is often a report or memo, you will want your work to 
look as good as possible. Although the Microsoft applications 
create high-quality output, you can use MacPaint and MacDraw 
to add embellishments, such as labels and highlights, with very 
little effort. 



Introduction to 
MacDraw’s Features 




MacDrav 



Since MacPaint comes with the Macintosh, you are probably 
familiar with its use and basic features. MacDraw, on the other 
hand, was not released until more than a year after the Macintosh, 
and fewer people have used it. This section is a quick introduction 
to the features of MacDraw that make it useful with the M icrosoft 
applications. 

Many of the drawing concepts of MacPaint are used in Mac- 
Draw, so a MacPaint user can probably start using MacDraw fairly 
quickly. The most significant difference is that MacDraw is object- 
oriented. MacDraw treats each pixel, which is the smallest part of 
a picture, as an object that can be manipulated. While this is 
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similar to the selection concept in MacPaint, it differs in that 
MacDraw always remembers the boundaries of each object with- 
out your having to specify them. 

Objects can be enlarged or shrunk in MacDraw without the 
jagged edges that appear when you enlarge selections in Mac- 
Paint. For instance, assume you are working with a shaded 
rounded rectangle: 




In MacPaint, when you enlarge the shape a little, the pattern 
inside the rectangle enlarges unevenly: 




In MacDraw, the pattern remains constant, and only the object 
gets bigger: 




When you type text into MacDraw, the program remembers 
that it is text and does not turn it into pixels as MacPaint does. You 
can type in some text, add a picture to another part, and then 
come back to the text and change the font and size. This feature is 
especially useful for adding or changing labels on Chart graphs 
and File or Multiplan tables that you are going to use in Word. 

MacDraw can read large images from the Clipboard. If you 
copy an image from Chart with the Copy Chart command, it may 
be larger than the MacPaint window. Although you can get 
around this (as shown later in the chapter), you don't need to 
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worry about it in MacDraw, since you can paste in a picture as 
large as MacDraw's page. MacDraw can also scale pictures to be 
larger than a full screen, so that you can scale a chart that is almost 
a full page and paste it into Word. 

When you paste a Chart graph into MacDraw, each element in 
the graph is stored as an object. You can move labels one at a time 
and easily change the pattern of each section of the graph. All text 
is movable, and the axes can easily be modified. 

If you are using MacPaint to prepare images that you will use in 
Word documents, you should definitely consider buying Mac- 
Draw. The tools that you can access in MacDraw make editing and 
revising drawings much simpler than in MacPaint. 

In general, you will find that you will use both MacDraw and 
MacPaint to touch up and add to the output of Microsoft applica- 
tions. MacDraw gives you many features that MacPaint doesn't; 
some of the following suggestions, however, will only work with 
MacPaint. 



into the Clipboard and paste it directly Microsoft chart 

into MacPaint. If the window is larger, 

pasting the graph into MacPaint may MacDraw 

cut off its edges. Pasting into MacDraw always works just fine, 
however. 

A Chart graph becomes larger when you include a legend and 
text labels. As you will see in this chapter, it is usually just as 
convenient to add these with MacPaint and leave the Chart draw- 
ing at its original size. Chart limit-s the size of your drawing, not 
Including text and legends, to 2 1/2 inches by 4 1/2 inches (6.3 cm 
by 11.4 cm). This will always fit into the MacPaint window. 

In case you want to save a larger area instead of using the 
Clipboard, press command-shift-3 to save the screen image as a 
MacPaint document and edit that. You can easily remove the 
unwanted screen borders with MacPaint by selecting them and 
giving the Clear command in the Edit menu. 



Pasting Chart Output 



Into MacPaint and MacDraw 

If your Chart graph uses the standard- 
sized Chart window, you can copy it 




MacPaint 
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Editing and Augmenting 
Chart Graphs 




Microsoft Chart 




MacPaint 



Once you are running MacPaint or 
MacDraw, all of its features are avail- 
able for changing or adding to the 
graphs you create with Chart. Of 
course, you can do almost anything to 
the graph with MacPaint; the limits are mostly your imagination 
and patience. The following are suggestions about the most 
common uses for MacPaint and MacDraw with Chart images. 



MacDraw 



Adding Text 

MacPaint and MacDraw giveyou much more freedom than Chart 
in adding text to graphs. On the simplest level, C hart restricts you 
to the Geneva, New York, and Chicago fonts, while MacPaint and 
MacDraw let you use any available Macintosh fonts. MacPaint and 
MacWrite also provide more sizes of fonts. The fonts you use for 
graphing may be stored in the System file or attached to MacPaint 
or MacDraw with a utility like the Font Librarian. 

In MacPaint, you can move text around your graph by select- 
ing it with either the marquee or the lasso and dragging it. In 
MacDraw, you select the entire text object by selecting anywhere 
on it and dragging it around. If you want the text to be turned 
sideways, you can rotate it after typing it in. Remember to use the 
various text styles (such as bold or underlined) to differentiate the 
different types of text on the screen. 

Monthly Sales 

40 
35 
30 

DoUars 

25 
20 
15 

Aug, 1 985 Sep, 1 985 Oct, 1 985 




Month 
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Cleaning Up Drawings 

It is often useful to touch up rough edges in a Chart graph using 
MacPaint's FatBits mode. J agged lines or rough edges can easily be 
touched up pixel by pixel. You may even want to add some small 
anomalies to make the chart look slightly less "sharp." 

If you realize after producing a drawing that you included 
extraneous information, you can use MacPaint or MacDraw to 
remove it from the drawing. For instance, assume you want to 
remove the third bar from the following drawing: 





Aug, 1985 Sep, 1985 Oct, 1985 Nov, 1985 Deo, 1985 



Use the marquee to select the fourth and fifth bars, hold down the 
SHIFT key to constrain the movement of the selected area, and 
drag the selection to the right. 




The same procedure can be performed in MacDraw by elimi- 
nating the bar object with theClear command, grouping together 
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all of the elements to the right of the bar, and moving them left. 

A more important MacPaint application is to highlight the 
differences between the heights of the columns or bars in column 
and bar charts. This is done by changing the scale of the columns 
or bars. Chart normally draws the values of a series with 0 as the 
minimum value. 




9/9 9/10 9/1 1 9/12 9/13 9/16 9/17 9/18 9/19 9/20 
Date 



You can change the minimum value with the Axis command in the 
Format menu, but the results can be misleading. 



Amount 




9/9 9/10 9/1 1 9/12 9/13 9/16 9/17 9/18 9/19 9/20 
Date 



The viewer may not notice that the data does not start at 0. 

To make this clearer, copy the graph into MacPaint and add a 
jagged edge to the bottom of the axis and bars: 
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On a line chart, you only need to indicate the break at the axis: 



This is the standard of indicating a nonzero minimum value. 

Using Chart to create a legend may give unsatisfactory results. 
The Add Legend command creates legends that show only the 
name of each series and its associated pattern. Instead of making a 
legend in Chart, you can usually create a more informative legend 
in MacPaint. You can copy the patterns from the chart and add the 
legend text you want. You can also place the text for the legend 
beneath or to the left of the pattern. 

Borders 

In any long report, you need to emphasize important material to 
make It stand out from the rest. You often do this when you write 
by using more forceful words and phrases or by using italic or 
boldface type. To emphasize a drawing (or parts of a drawing) you 
can surround it with a border. 




V 



20 - 



0 ^^ 1 1 1 — 

9/9 9/10 9/11 9/12 
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The easiest way of adding a border in MacPaint or MacDraw is 
with the rectangle tool. Simply start at one corner and drag to the 
opposite one. Once the border is drawn, you may need to move 
the image to center it properly. For a softer effect, use a rectangle 
with rounded corners. 

A thin border is useful for separating a picture from text; a 
heavier border adds emphasis. To draw a heavy border, select the 
thicker line styles in MacPaint or MacDraw. The usual practice is to 
surround the chart title with a thin border and use the heavy 
border for the entire chart: 




There may be times when you do not want your work to look 
plain or conservative, and it doesn't have to. MacPaint and Mac- 
Draw give you plenty of ways of adding interesting borders to any 
element in your chart. For instance, compare the following chart 
with the previous one: 
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Many Macintosh clip-art packages, such as Mac the Knife from 
Miles Computing or ClickArt from T/Maker, include detailed 
decorative borders. 

Borders can give a variety of impressions, so you should 
choose your borders carefully, considering the context of the 
report and the data's relative importance. For example, compare 
these light decorative borders 





In many cases, the fact that you are Including a graph is enough 
to draw the reader's attention. However, if you are preparing 
many graphs for a report or many overhead transparencies for a 
presentation, consider using borders to emphasize the charts. 



Enhancing Tables 
With MacPaint 



Word's advanced formatting features 
are very handy for tables from File and 
Multiplan. However, a report with 
many tables can easily seem dull and 
hard to read even if the tables are for- 




Microsoft File Multiplan 

i 



Microsoft Word MacPaint 
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matted well. To highlight important data, you can transfer the File 
and Multiplan tables into MacPaint. (This is not easy in MacDraw, 
since text is handled in one large chunk.) 

For example, you might have a table like this in your Word 
document: 







1985 


Sales by Region 






Q 1 


Q 2 


Q 3 


Q 4 


Total 


Pacific 


12593 


16200 


15467 


16850 


61 1 10 


Southwest 


8300 


16825 


13690 


15303 


541 18 


Mountain 


7231 


14293 


13994 


12089 


47607 


Central 


10173 


14872 


10842 


14220 


50107 


South 


4219 


9024 


10429 


7757 


31429 


Northeast 


9311 


1 1554 


8333 


10632 


39830 


Total 


51827 


82768 


72755 


76851 


284201 



You can add vertical and horizontal lines and move the heading 
up a half line to create a more readable table: 



1985 Sales by Region 





Q 1 


Q2 


Q 3 


Q 4 


Total 


Pacific 


12593 


16200 


15467 


16850 


61 1 10 


Southwest 


8300 


16825 


13690 


15303 


541 18 


Mountain 


7231 


14293 


13994 


12089 


47607 


Central 


10173 


14872 


10842 


14220 


50107 


South 


4219 


9024 


10429 


7757 


31429 


Northeast 


931 1 


1 1554 


8333 


10632 


39830 


Total 


51827 


82768 


72755 


76851 


284201 



Later in this chapter you'll see other ways you can enhance your 
tables. 

Adding lines to a table is simple, once you get around the 
Clipboard's inability to transfer a formatted table from any of the 
Microsoft applications to MacPaint. You need to turn your Word- 
formatted table into a MacPaint document, modify it in MacPaint, 
copy the MacPaint-enhanced table to the Clipboard, and transfer 
it back to Word as a MacPaint image. 

To enhance a formatted table, follow these steps: 

1. Create the table from File or Multiplan data and save it to 
the Clipboard. 
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2. Quit File or Multiplan, run Word, and pastethe data into a 
document. 

3. Format the data as you please using Word's tabs. The table 
must be narrow enough to fit in the MacPaint window, which is 5.7 
inches wide by 3.2 inches high (14.5 cm by 8.1 cm). 

4. Create a MacPaint document of the current screen by 
pressing command-shift-3. Be sure that the I-beam pointer and 
the insertion point are not in the table when you do this. 

5. Quit Word and run MacPaint. Open the MacPaint docu- 
ment called Screen 0. This is an exact copy of the Word screen 
when you pressed command-shift-3. 

6. Position the MacPaint window over the table, select the 
table with the rectangular marquee, and give the Copy command 
in the Edit menu. 

7. Click the close box of the window to close the Screen 0 
document. Select New from the Edit menu; then give the Paste 
command to put the table into this unnamed document. 

8. Add lines to the table with the line or box tools (this is 
detailed in the following discussion). 

9. When you are finished, select the entire table with the 
lasso. Give the Copy command to put the new table in the Clip- 
board. Quit MacPaint (you can save the MacPaint document of the 
new table if you wish) and run Word. 

10. Paste the new table into your Word document. 

The line and box tools allow you to add lines to your tables 
easily. To draw horizontal or vertical lines, hold down the shift key 
while you draw. In FatBits mode, check that the ends of the new 
lines are lined up. You can also do this by selecting the jagged 
edges of the lines with the marquee rectangle and giving the 
Clear command in the Edit menu. 

If your table has a row of text as column headers, you may want 
to move that text up a few pixels and insert a thicker line between 
it and the other text. Select a thicker line from the line-width 
selections at the lower-left corner of the MacPaint screen. 

Future versions of Word may allow you to paste formatted text 
into the Clipboard as pictures. In this case, you would simply paste 
a copy of the formatted table into the Clipboard, quit Word, and 
then run either MacPaint or MacDraw. 
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Other Embellishments 
For Word Documents 

Just as there are many ways you can 
enhance Chart graphs, MacPaint and 
MacDraw can enhance text in a Word 
Microsoft Vord MacPaint MacDrav document to add emphasis or just to 

make it more pleasant to read. 

As described earlier in this chapter, the only way to move 
formatted text to MacPaint or MacDraw is by saving the screen 
with COMMAND-SHIFT-3. If the text you are embellishing is not 
formatted, you can type it in while in MacPaint or MacDraw. 
Transferring such unformatted text through the Clipboard from 
Word to MacPaint or MacDraw is clumsy and often produces 
unusable results. 

In a Multiplan or File table, there may be pieces of data that 
you want to emphasize. A simple rectangular box around the 
element in the table will do this. For example: 




1985 Sales by Region 





Q 1 


Q2 


Q 3 


Q4 


Total 


Pacific 


12593 


16200 


15467 


16850 


61 1 10 


Southwest 


8300 


16825 


13690 


15303 


541 18 


Mountain 


7231 


14293 


13994 


12089 


47607 


Central 


10173 


14872 


10842 


14220 


50107 


South 


\42^ 


9024 


10429 


7757 


31429 


Northeast 


931 1 


1 1554 


8333 


10632 


39830 


Total 


51827 


82768 


72755 


76851 


284201 


You might want to box a column or row in the same manner. You 


can even emphasize an 


already boxed item in ; 


a box with a 


double-line box: 
















1985 Sales by Region 






Q 1 


Q 2 


Q 3 


Q 4 


Total 


Pacific 


12593 


16200 


15467 


16850 


611 10 


Southwest 


8300 


16825 


13690 


15303 


54118 


Mountain 


7231 


14293 


13994 


12089 


47607 


Central 


10173 


14872 


10842 


14220 


50107 


South 


4219 


9024 


10429 


7757 


31429 


Northeast 


931 1 


1 1554 


8333 


i0552 


39830 


Total 


51827 


82768 


72755 


76851 


284201 



As you saw before, you can produce Interesting borders with 
MacPaint. These borders, of course, can also be put aroundtables. 



Using MacPaint and MacDraw with the Microsoft Applications 



and it is common to use borders around headings and on the title 
pages of reports. Figure 6-1 shows more border designs that you 
may want to use. 

A slightly less dramatic variation is simply to use corners 
around a table. The process of creating corners is the same as for 
borders. A corner works well around small tables where a border 
may seem like too much: 





Q 1 


1985 
Q 2 


Sales by 
Q 3 


Region 
Q 4 


Total 


Pacific 


12593 


16200 


15467 


16850 


61110 


Southwest 


8300 


16825 


13690 


15303 


54118 


Mountain 


7231 


14293 


13994 


12089 


47607 


Central 


10173 


14872 


10842 


14220 


50107 


South 


4219 


9024 


10429 


7757 


31429 


Northeast 


931 1 


1 1554 


8333 


10632 


39830 « 


Total 


51827 


82768 


72755 


76851 


284201 1 










Figure 6-1. 

More border designs 
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It is not necessary to surround text completely in order to 
emphasize it. You can also use rules, horizontal lines that set off 
text from other text. In Word, a rule is treated just like a text 
paragraph, and you can copy one rule to many places in your 
reports. A rule can be as simple as a single line or it can have a 
pattern. Since you are not affecting the text that the rule goes 
around, you can design a rule in MacPaint, paste it in the Clip- 
board, and insert it above and below a text paragraph. 

For example, you can design a simple rule such as this: 



Instead of boxing entire tables, placing the rule above and below 
the table can set it off almost as well as a border: 



MacPaint and MacWrite can make Chart graphs and tables 
from Word, File, or Multiplan look more attractive. They can also 
be used to enhance headings, title pages, memo distribution 
boxes, and text in documents you create with Word. The various 
tools in MacPaint and MacDraw let you easily add detail to (or 
subtract data from) your drawings and tables. You can also add 
decorative borders to text and drawings to emphasize particular 
elements. 




1985 Sales by Region 



Pacific 

Southwest 

Mountain 

Central 

South 

Northeast 

Total 



Q 1 Q 2 Q 3 Q 4 Total 
12593 16200 15467 16850 61110 

8300 16825 13690 15303 54118 

7231 14293 13994 12089 47607 

10173 14872 10842 14220 50107 

4219 9024 10429 7757 31429 

9311 11554 8333 10632 39830 

51827 82768 72755 76851 284201 



Piirtll 



Examples 



T he following seven chapters show many typical situations 
where you want to integrate the functions of Word, Multiplan, 
File, and Chart. The examples cover a wide range of uses of the 
Microsoft applications and come from many areas of business. As 
you read through the procedures used in these chapters, think 
about how these examples might apply to your work and your 
uses of the Microsoft applications. 
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Developnent Report for 
Fiirhome Gardeni 

Weller Real Estate Co. 
and 

Fairhome Equity Associates 



Inifoductioa 

V«u«f R«il Eium Co propom lo buUd ■ mo<}*n> tovnbouN 
oofflBuoity 00 ibt 3200 block of OvSolo Sum In Norlb rtoum Tbt boon 
vtU bt pluib, hitb quality Uvini trtn Uut ibirt ■ oooaoo pool and firiko 
■f«t TImm atUKtivt uaiu tbouM wU «*tU in Um up-aod-ooBOi Nortb 
Foaton voa 

Wt propoN 10 buy all of ib« raiidraual and oonotrcUl proptriy on 
tbii lot and fioanoe iha davalopotat through tbt FaUhoot Equity 
Aiiociaiei llolitd parinerihip. Tbt land ti currtnily uodtr-utiliztd. and thii 
dtvtiopoani vUI adda grtii dtal of clan to iht nalghborhood Vt havt iht 
full lupporl of tba dty oouocU aad tbt board of adjuatotnii la our plana 



Tbt block \o bt dtvaloptd currtotly coailiti of oocupitd and 
abandoMd ilaglt rtaily dvtUingi. tbrtt vartboutti. tod ivo ttMotati 
Tbt uooocupltd bouNi and taMOtnti art currtotty ovtr-valutd. and can 
probably b« bought at btlov tbt otrktt priott 

Btcauit of tbt naturt of tbt proptrty valuta la North Ftaura. WtUtr 
btUevta that tbtrt It pottnuaUy a 23% vtrltbiilty ui tbt land valuta for tbt 
oocupitd bouata and tbt %’artbouMt Tbtrt ii probably only a 10% 
vanabibty in tbt valuta for tbt tbtndontd buildlagt aad tbt tattBtnlt 

Tbt following dtu oa tbt buildtaga vaa obttintd from iht North 
Ftoion Qiy Atttttor In October, I9S3. Tbt krv and high tttlmattt of tbt 
oQtif for buying the property vert Rtntraled by Weller 




Plio B 









) a 







Dtptadmg on tbt buiidlac plan cbotta, tbt ootta of building Fairboat 
Gardtaa viU bt bttvttn I2MM tad S2.3MM. aad tbt tItpNd tint for tbt 
project la 14 to 16 aontba. VtUtr fttla that ibtM tauaaua will toaurt that 
tbt project vUl bt financially auootaaful Tbt tlapatd tlat, while longer than 
average for dtvtlopatau aucb at tbit, give tbt ooauactora enough alack 
tlat during tbt rainy ttaaon to ttlll bt oomplaitd on acbedula. 





BuUdlag ootta 






Plan A cotta 


Mcatba 


PlanB 


Mooibi 


site prop 


1 100.000 




$120,000 


13 


Pbaat 1 


1323.000 


4 


SB 10.000 


5 


Pbatt 2 


1633.000 


35 


S673.000 


33 


Pbaat 3 


S690.000 


4 


S823.000 


5 


Movt-U 


S73.000 


1 


S73.000 


1 


Total 


S2.023.000 


14 


S2.303.000 


16 


Cott/aootb 


SI 44.643 




SI 36.363 







Real Estate 

Development Report 




Microsoft File Multiplan Microsoft Word MacDraw 



W eller Real Estate Co. wants to develop a small parcel of 
industrial land into a multi-unit townhouse project called 
Fairhome Gardens. The block now has three warehouses and 
many occupied and abandoned single-family houses. The town- 
house project would have 14 units, including a pool and gardens 
in the common area. 

Weller's financial backers want a report on the various costs of 
developing the land. The considerations are the range of costs of 
purchasing the land and the expected cost of building the town- 
houses. Weller's architect has two layout plans that affect the 
building costs of the units; both of these plans must be included 
in the final report. 

1 . Collect the data for the current land in a File database. A 
portion of that database is as follows: 
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Development Report for 
Fairhome Gardens 

Weller Real Estate Co. 
and 

Fairhome Equity Associates 



Introduction 

Weller Real Estate Co. proposes to build a modern tovnbouse 
community on the 3200 block of DeSoto Street in North Fenton. The homes 
will be plush, high-quality living areas that share a common pool and garden 
area. These attractive units should sell well in the up-and-coming North 
Fenton area. 

We propose to buy all of the residential and commercial property on 
that lot and finance the development through the Fairhome Equity 
Associates limited partnership. The land is currently under- utilized, and this 
development will add a great deal of class to the neighborhood. We have the 
full support of the city council and the board of adjustments in our plans. 

Purchasina the land 

The block to be developed currently consists of occupied and 
abandoned single-family dwellings, three warehouses, and two easements. 
The unoccupied houses and easements are currently over-valued, and can 
probably be bought at below the market prices. 

Because of the nature of the properly values in North Fenton, Weller 
believes that there is potentially a 23% variability in the land values for the 
occupied houses and the warehouses. There is probably only a 10% 
variability in the values for the abandoned buildings and the easements. 

The following data on the buildings was obtained from the North 
Fenton Qty Assessor in October, 1983. The low and high estimates of the 
costs for buying the property were generated by Weller. 
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Parcel * 


Tune 


■ c 

Occ. 


urrent Lan 
Value 


d = 

Notes 


o 


1 


64302 


H 


N 


$20,000 






2 


G4595 


H 


Y 


$38,000 


Orig. owner 




3 


L7200 


W 


Y 


$15,500 


Frame only, barely used 




4 


G3722 


H 


N 


$18,000 






5 


L9774 


W 


Y 


$80,000 


Chemical storage 




6 


G0024 


0 


N 


$8,300 


Tiny vacant lot 




7 


G4304 


H 


N 


$24,900 




o 


16/16KPI 1 . 


• ■ i 1 ii iVi , ’ ‘1C 


a 



The fields of the database are 



• Parcel S — The city’s identification of the parcel 

• Type — Current use of the property (values are "H” for 
home, "W" for warehouse, and “O" for other) 

• Occupied — Whether or not the building is in use (values 
are "Y" and "N”) 

• Value — Assessed value of the property 

• Notes — Other information on the property 

2. Design a File report so that summary information can be 
passed to Multiplan. If a building is in use, more costs will be 
associated with it than if it were unoccupied. Thus, the report 
must be a summary of the types of property, broken down by 
whether the buildings are occupied. 

Since the data will be used by Multiplan, remember to use 
general format with no commas or dollar signs for the total of the 
values. The File report form looks like this: 






^Preuiemj^ Summaru Report 


o 


Sort 


A“>Z 


Z->A 


iNot SortdiNol Shown | 




Heading 


Type 


occupied 


Value K Parcel ^ 


Notes 




Field 


ntRaiiiniRnTii 


UaluefiParcel # 


Notes 




by Occupie 






Total J 






by Type 






1 






Grand 






H 










OU 


> ■ 


• • • ' 1 J 


‘ .i- 'i il 1 11 ‘ 
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Land costs 



Type 


Occupied Value 


Low est. 


High est. 


House 


Y 


$136,100 


$102,075 


$170,125 


House 


N 


$157,100 


$H1,390 


$172,810 


Other 


N 


$9,300 


$8,370 


$10,230 


Warehouse Y 


$231,700 


$173,775 


$289,625 






Total; 


$425,610 


$642,790 



Overview of the Building Site 

The following two plans indicate the architect's initial models for the 
layout of the properties. The costs for the two plans differ, as indicated in 
the neit section. 

Plan A 
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3. Open the Report window and then select Save Report 
As . . . from the File menu. Name the text-only file and then click 
the Text Output button. File saves the report on disk. 

4 . Quit File and run Word. Open the file you just created: 






Land costs 



Type 


Occupied 


I Value 


Low est. 


High est. 


House 


Y 


$136,100 


$102,075 


$170,125 


House 


N 


$157,100 


$141,390 


$172,810 


Other 


N 


$9,300 


$8,370 


$10,230 


Warehouse Y 


$231,700 


$173,775 


$289,625 






Total: 


$425,610 


$642,790 



o 



Select the entire file; then selea Copy to put it in the Clipboard. 
(This step is necessary because Multiplan can't read a text-only 
file^ and File can't write a report directly into the Clipboard.) 

5. Quit Word and run Multiplan. Select Paste to bring the data 
into a new spreadsheet. 




Row 2 , the underlines, is not useful, so remove it by selecting it 
and then selecting Cut. 

6. Create columns for the high and low estimated costs of the 
property. Weller's assumption is that the cost of the occupied 
property may vary 25 percent from the assessed value, while the 
cost of the unoccupied property will vary only 10 percent. These 
formulas go in columns 5 and 6. For example, the formula in cell 
R3C5 is "=0.75^RC([-2l". 

To make the spreadsheet look better, change the text in the 
Type column to "House", "Other", and "Warehouse". Since the 
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Plan B 




Building Costs and Estimaied Time 

Depending on the building plan chosen, the costs of building Fairhome 
Gardens will he between I2MM and $2.3MM, and the elapsed time for the 
project is H to 16 months. Weller feels that these estimates will ensure that 
the project will be financially successful. The elapsed time, while longer than 
average for developments such as this, give the contractors enough slack 
time during the rainy season to still be completed on schedule. 



Building costs 





Plan A costs 


Months 


Plan B 


Months 


Site prep. 


$100,000 


1.5 


$120,000 


1.5 


Phase 1 


$525,000 


4 


$810,000 


5 


Phase 2 


$635,000 


3.5 


$675,000 


3.5 


Phase 3 


$690,000 


4 


$825,000 


5 


Move-in 


$75,000 


1 


$75,000 


1 


Total 

Cost/ month 


$2,025,000 

$M<643 


14 


$2,505,000 

$156,563 


16 
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goal of this spreadsheet is to determine the amount that will need 
to be spent, make totals for columns 5 and 6. Format all of the 
amounts as dollars with no decimal places but with commas. The 
spreadsheet should then look like this: 





1 1 


1 2 1 


1 3 1 


1 4 1 


1 5 1 


1 6 1 


1 


r 






Land costs 






2 


Type 


Occupied 


Value 




Low est. 


High est. 


3 


House 


Y 


$136,100 




$.1.P?.P75. 


$170,125 


4 


House 


N 


$157,100 




$141 ,?90 


$172,810 


5 


Other 


N 


$9,300 




$8,370 


$10,230 


6 


Warehouse 


Y 


$231,700 




$ 173,775 


$289,625 


7 














8 








Total : 


$425,610 


$642,790 



7. Select the active area of the spreadsheet (rows 1-8 and 
columns 1-6) and select Copy to put it in the Clipboard. Save the 
spreadsheet; if the data on land use changes, remember to 
change the records in File, run the report again, and re-create the 
spreadsheet. 

8. Quit Multiplan and run Word. Paste the spreadsheet into a 
new document and format the table. The result could look like 
this: 



Type Occupied Value 



H Y 

H N 

0 N 

W Y 



136100 

157100 

9300 

2317000 



You can, of course, format the information however you please. 
After it is written, position the beginning of the report around the 
table. 

9. You also want to add the architect's plans that were drawn 
in MacDraw. Quit Word, run MacDraw, and open the document 
containing the first plan. 
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Select the entire plan with the Select All command in the Edit 
menu; then select Copy to put it in the Clipboard. Open the 
Scrapbook desk accessory and select Copy again to put the plan in 
theScrapbook. Close theScrapbook and the document, open the 
document containing the second plan, and copy that into the 
Clipboard. 

10 . Quit MacDraw and run Word. Move to the position in your 
document where you want to put the second plan (since that is 
what is in theClipboard) and select Paste. Move to the position for 
your first plan. Open the Scrapbook, select Cut, close the Scrap- 
book, and select Paste. Fill in the text around the two plans. 

11 . Quit Word and open the Multiplan spreadsheet again. Add 
the data for the building costs and times of the two plans. Include 
totals for the columns and average cost per month for the 
projects. 



10 








Building costs 




11 




Plan A costs 


Months 


Plane 


Months 


12 


Site prep. 


$100,000 


1.5 


$120,000 


1 .5 


13 


Phase 1 


$525,000 


4 


$810,000 


5 


14 


Phase 2 


$635,000 


3.5 


$675,000 


3.5 


15 


Phase 3 


$690,000 


4 


$825,000 


5 


16 


Move-in 


$75,000 


1 


$75,000 


1 


17 












18 


Total 


$2,025,000 


14 


$2,505,000 


16 


19 


Cost /month 




144,643 




156,563 
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Select the new data in the spreadsheet; then select Copy. Save the 
spreadsheet again, quit Multiplan, and run Word. 

12. Paste in the new data and reformat the table with tabs. Fill 
in any other text that is necessary for the report. 
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Hewes and Benson 

tatt ratllMrf S4M l«74 

funa ftf Ln 
anar^aurtg. IMS 



mcr«9«rttr trn>t«. «tink«>«««ciov« 
prMKt>«rt> <n*«(rynw4r (krmm i r«« vt ullinq tip«ci«l*y #•)) mt'wOtaiA 
boottlsrn Th« cx«K9kt 0»4'«( 4o M «tli n 'Crnt Gjrdm* Mnn, M 
mctv'Ml ti(lM m IN ‘CNt • CnoKf ' tgwi «*r« stfxng MliKt 

Os •■t«cUliar« rcr init qpuvtir mt't Olm IbIN jsw«< tell wjrktt iergmm 
MOBS t¥ort tn« Mitr«r. BU «• nk* ai«tMn(lir «ranwd by uln m all Mm 
c4tt)or>n Tftf ulM Ofprtma^t ntririittitN tcctoi in notjMai^ rt)i«n but iNir 
gulf jrd croojcM «tw«id rnuRi tr» SoklNm r»giyk 
conranocHr 

Trw norinry uk« ty r»a«n r» *«w«t Nrt <tr» c«KtM uKb n vtc*r as • IK» 
ccoractM • •» aiaPMnai) 




Ptac*m A.-uirtii 

waucaraOiUMnia'nM iraani vrcaorly ri(#iUik«* os 

«« waragrari a]*iir trwactllini 't«uil«c4niy mcjs* IN iraOMkoMN 
rt$Nra> tain cc^'w«r<« or ray 4 rtavlM ini ran* r«^»yai vanagry VI IN' 
Aorr «n a n^t ar«] INI ta>at •ilitt>r«racdr(tiit<>: miN Mwa 

rr# en'y INI laylcmaa ba><« IN a>aacia4 viln way IN iWitaai ragian 

fi’ii was »art 'ally lualotNcfanga in rtf ion: 4>rtctotsinal KCvirN ai aaril. ««| 
tvliai'y Oat lo IN wartNviVAf iraoifnis Ib« »t «c{«nr<M iN't IN latlar 
preb’tT r>as Ntn laan tart of wlh IN rtoair tl in nw tamoUrr sy vtm irat was 
'NtailN mnartb 



Oao B«c««ri. rtfMrr n> Mfr lor lygriNtsl. rolto INI rrany cl in n* garoNMi^ 
tints waN arrtO M IN *1 «*t« ani »«»•»: rtf o*». ane INI vary law rtidta lo 
N(* f r^ano On rtf lKl’0\ tit’s timOojt Ictalrva jr^ Ac»rsilianiNs laidM 
INI tNy will iijr nort faslim farOrtt>f boeis far MlKalion at IN latO 9jarlt« 



Tn lina’ salts '•gj’ts Icr in rtf on art 



4«t.l r«y 

>>acilK JMIS 4tlU> 

Sojtnwtst J0604 4J4J4 

rioutiar I904D 7311% 

Cantral mTf 41634 

Wrt 36067 43779 

NorINast 77913 37307 

TcUl 176367 730419 



JUN Jta Ciuvtw 
91777 1393)7 

97770 !76966 

75697 67017 

90944 171707 

4B999 178436 

39771 94441 

767975 674754 



irt Iclals, w’th IN tiartltO U<ts. vra rm*i angrtssist 




inrkaTftcrs. tnis irarMlaits It 

Salts iMCttd 
»acm: 139397 iTOOOO 

SxdNtst 176966 117000 

rW4att 67817 77000 

CinUai <71707 lOOOOO 

5auUi <78436 < 06000 

•MrINast 94441 05600 

Tata’ 674754 671000 



Catfratiilal ent m* at orOtr le in tntat ta ts stan 






Sales Report 




Multiplan Microsoft Chart MacDrav Microsoft Vord 



H ewes and Benson, a large book publisher, keeps regional 
sales records in a Multiplan spreadsheet. A report on the 
regions is prepared for upper-level management every quarter. 
The report includes both figures and graphs of sales results. 

In addition to keeping sales figures, Hewes and Benson has 
recently begun to make predictions of how many books will be 
sold in any given month based on the previous year's sales, 
number of books available, the general book market, and so on. 
The current quarter's report must include comparisons between 
expected sales and actual sales. 

The final report includes tables as well as charts. The charts you 
need are 

• Three-column charts for the monthly sales and expected 
sales in the three months of the quarter 

• A column chart for the total quarterly sales and expected 
sales. 
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Hewes and Benson 

Book Publtsliors Since 192i 

Sales figures for the 
Second Quarter. 1986 

Hewes and Benson had an excellent second quarter this year, with sales above 
predictions in every month. Our new lines are selling especially well in the chain 
bookstores. The cookbooks did not do as well as the "Great Gardens" series, but 
individual titles in the "Chef’s Choice" series were strong sellers. 

Our expectations for this quarter were low due to the usual soft market for games 
books before the summer, but we were pleasantly surprised by sales in all other 
categories. The sales departments everywhere except the Mountain region beat their 
goals and produced splendid results. The Southern region deserves special 
commendation. 

The monthly sales by region are shown here (the expected sales are shown as a line 
connected with diamonds): 



April flay June 




Sales Report 



1 . Your data for the report is already in Multiplan. Thespread- 
sheet covers the months of April, May, and June. 





1 


1 2 1 


Book sales 

1 3 1 4 


1 5 1 6 


1 


Sales 






2 


• April 


Mau -June 


2nd Quarter • 


3 


Pacific 


38015 


46150 


51227 


135392 • 


4 


Southwest 


30804 


43434 : 


52728 


126966 : 


5 


Mountain 


1 9040 


23115 : 


25657 


67812 : 


6 


Central 


29528 


41634 : 


50544 


121707 : 


7 


South 


36062 


43779 : 


48595 


128436 : 


8 


Northeast 


22913 


3^307 : 


39221 


94441 : 


9 


Total 


176362 


230419 : 


267973 


674754 : 


10 








11 


Expected 






12 


Pacific 


40000 


42000 : 


46000 


128000 : 


13 


Southwest 


32000 


39p00 : 


46000 


117000 : 


14 


Mountain 


2^000 


27000 : 


28000 


77000 : 


15 


Central 


33000 


35000 : 


40000 


108000 : 


16 


South 


30000 


36000 : 


40000 


106000 : 


17 


Northeast 


20000 


30000 : 


35000 


85000 : 


18 


Total 


1 77000 


209000 : 


235000 


621000 : 


19 









The upper half of the spreadsheet shows actual sales; the lower 
half shows expected sales. 

2 . To draw the three monthly column charts, select rows 3 
through 8 and columns 1 through 4. Copy this region into the 
Clipboard and then to theScrapbook. Now select rows 12 through 
17 of columns 1 through 4 and copy them Into the Clipboard. Quit 
Multiplan and run Chart. 

3 . Select Text from the Data menu to tell Chart that your 
categories are text (the names of the regions). Select Paste, and 
Chart creates three series windows of expected sales. 







Neill Series 










=n= Series 8:23:33 AM == 








Order: ■■■ 






o 






Or 


□ Plot Series 








Or 


c 


X 


Y 








c 




Pacific 


46000 












Southwest 

Mountain 

Central 

South 

1 Northeast 


46000 
28000 
40000 
40000 
35000 j 












? 1 
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Regional Analysts 

We became quite concerned in April, since only South exceeded the expected sales, but 
we were gratified with the excellent results of May and June. The leaders of the 
regional sales conference on May 4 reported that many regional managers felt that 
April was a fluke and that sales will be more consistent in the future. 

The only region that performed below the expected sales was the Mountain region. 

This was partially due to the change in regional directors that occurred in April, and 
partially due to the warehousing problems that we experienced there. The latter 
problem has been taken care of with the repair of the new computer system that was 
installed in March. 

Dan Rappaport, regional manager for Northeast, noted that many of the new gardening 
titles were aimed at the Midwest and Pacific regions, and that very few related to 
New England. On reflection, this turned out to be true, and Acquisitions has told us 
that they will sign more Eastern gardening books for publication in the third quarter. 

The final sales figures for the regions are: 



April May June 



2nd Quarter 



Pacific 38015 46150 51227 

Southwest 30804 43434 52728 

Mountain 19040 23115 25657 

Central 29528 41634 50544 

South 36062 43779 48595 

Northeast 22913 32307 39221 

Total 176362 230419 267973 



135392 

126966 

67812 

121707 

128436 

94441 

674754 



Sales Report 



4 . Open the Scrapbook and cut the data with the sales fig- 
ures. Select the New Series Window and paste the data into Chart; 
you now have six data windows. 

5 . Select List from in the Data menu to get a list of the six 
windows: 



Series List 



Shorn Plot 



El 


□ 


Series 8:33:33 PM 


El 


□ 


Series 8:33:38 PM 


El 


□ 


Series 8:33:39 PM 


El 


□ 


Series 8:35:21 PM 


El 


□ 


Series 8:35:23 PM 


El 


□ 


Series 8:35:25 PM 




[ OK J [ Cancel J 



Deselect all the windows except the first and fourth (the sales and 
expected sales for April). Click the OK button. 

6. Select Combination from the Gallery menu and choose 
type 1. Click the Plot Series button for the sales series (the second 
one you pasted into Chart) and then the Plot Series button for the 
expected sales series (the first one you pasted). This makes the 
actual sales come out as bars and the expected values as a line: 
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Summary of theJiuarler 

The totals, with the expected sales, were indeed impressive: 



Total Sales vs. Expected Sales 




In numbers, this translates to: 





Sales 


Expected 


Pacific 


135392 


128000 


Southwest 


126966 


117000 


Mountain 


67812 


77000 


Central 


121707 


108000 


South 


128436 


106000 


Northeast 


94441 


85000 


Total 


674754 


621000 



Congratulations are in order to the entire sales staff. 



Sales Report 



7. In your written report, you want to have the three monthly 
charts on the same line; therefore, they must be smaller than 
normal. Give the Select Chart command in the Chart menu to 
select the plot. Point at the square in the lower-right corner of the 
selection and drag it until the plot is about 2 1/2 inches wide: 

Series 8:25:16 AM 




fic thw ntai tral th heas 
est n t 

X 

8. Select Copy to put this drawing on the Clipboard. Transfer 
the drawing to the Scrapbook. 

9. Repeat steps 5 through 8 for the data in the second and fifth 
windows and then for the data in the third and sixth windows. You 
now have three small overlaid charts in the Scrapbook. 

10. Quit Chart and run MacDraw. Cut and paste the first chart 
from the Scrap book into a new document; then cut and paste the 
other two into the document. You can easily group the charts and 
move them around so that they line up and fit together well: 
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Make new labels for the axes and titles. 

11 . To improve the report's appearance, add rules above and 
below the charts. Select Turn Grid Off from the Arrange menu. 
Create a rectangle four pixels high (the height between two grid 
dots, including the dots) by about three inches. Select Fill, select- 
ing the pattern in the middle column of the third row: 







Copy this above and below the charts, and save a copy of the rule 
in the Scrapbook for the other charts in the report. 

12. Select everything in all three charts and the rules with the 
Select All command intheEdit menu and copy ittotheClipboard. 
You may want to save this MacDraw docu ment for future use. Qu it 
MacDraw and run Word. Open a new document and select Page 
Setup from the File menu; change the right margin to 0 inches. 
This is necessary so that Word does not try to squeeze the charts 
into the default margins; otherwise, the charts will come out 
distorted. 

13. Select Paste to copy the three charts into the document. 
Enter the introductory text about the monthly sales before and 
after the charts. Set the right indent of the text paragraphs to 0.75 
inch to make up for the changed page margin. 

14. QuitWord and run Multiplan again. You now havetoselect 
the data for the table that goes with the monthly charts. Select 
rows 2 through 9 of columns 1 through 4; then select Copy. Paste 
these into the Scrapbook. 

15. Select columns 1 through 5, rows 3 through 8. Copy this 
selection to the Clipboard and paste it in the Scrapbook. Next, 
select columns 1 through 5, rows 12 through 17. Copy this selec- 
tion to the Clipboard and paste it in the Scrapbook. 

16. Quit Multiplan and run Word. Open the Scrapbook and 
retrieve the table from step 14. Paste this into Word and format the 
table with tabs. 



Sales Report 





April 


May 


June 


2nd Quarter 


Pacific 


35015 


46150 


51227 


135392 


Southwest 


30604 


43434 


52726 


126966 


Mountain 


19040 


23115 


25657 


67612 


Central 


29526 


41634 


50544 


121707 


South 


36062 


43779 


46595 


126436 


Northeast 


22913 


32307 


39221 


94441 


Total 


176362 


230419 


267973 


674754 



17. Quit Word and run Chart. Select Combination chart type 1 
in the Gallery menu for the chart; then select Text from the Data 
menu. Open the Scrapbook and cut the first selection (the total 
sales) to the Clipboard; then paste this into a new series window. 
Close the first three windows (the monthly sales), leaving only the 
Total Sales window open. 

18. Open the Scrapbook again and cut the total expected 
sales, select the New Series window, and paste this data into a new 
series window. Again, close the first three windows, leaving only 
the Expected Totals window open. 

19. Plot the sales data first and then the expected sales. Select 
the entire chart and copy it to the Clipboard. Modify the labels 
and fill pattern in MacPaint or MacDraw; then copy the chart back 
to the Clipboard. 



Total Sales vs. Expected Sales 
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20. Run Word and paste this chart into your report. Copy the 
rule from the Scrapbook and add it above and below the pasted 
chart. Fill in the text around the chart. 

21, Quit Word once again and open your Multiplan document. 
Create a new area of the spreadsheet that copies column 1, rows 3 
through 9; column 5, rows 3 through 9; and column 5, rows 12 
through 18. To get the numbers in the second and third columns 
to appear as data, you must first copy the selections to the Scrap- 
book and then copy them back to the Clipboard again. 





8 1 


1 i 1 


1 10 1 


1 








2 








3 


Pacific 


135392 


128000 


4 


Southwest 


126966 


117000 


5 


Mountain 


67812 


77000 


6 


Central 


121707 


108000 


7 


South 


128436 


106000 


8 


Northeast 


94441 


85000 


9 


Total 


674754 


621000 


10 









Select these cells and copy them to the Clipboard. Quit Mu Itiplan 
and run Word. 

22. Paste the table into your docu ment and format it with tabs. 
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Loan Application 




Microsoft File Multiplan MacPaint 







Microsoft Word 



A growing word processing firm is requesting more capital 
from its bank. BestWords currently has nine employees; the 
president, Dianne Carter, wants to expand the staff to 15. Best- 
Words is requesting a $250,000 loan for five years to cover the 
expansion. 

The current staff consists of Carter, a sales representative, an 
office manager, a word processing leader, and five word proces- 
sors. Carter wants to add a second leader, a second sales position, 
a new training specialist, and three word processors. 

The proposal to the bank must include BestWords' current 
income and expense report, an organizational chart of employees, 
and a plan for the use of the new capital. Since each new word 
processing employee needs a computer to work on, the capitali- 
zation report must includethe costs of adding salaries and buying 
new equipment. 

1 . The income and expense report is kept in Multiplan. 
Financial transactions are entered in the spreadsheet each week. 
The totals for the various categories are linked to the new 
spreadsheet: 
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This proposal represents BestWords' request for a 5-year loan of $250,000 
to help us expand our business. We are Clifton's biggest word processing 
firm, but with an increase in personnel and equipment, we can nearly double 
our expected sales in one year. 

Background 

Bestwords provides word processing and typing services to the 
business community in the Clifton area. We are well known in the 
community and have been in business since 1981. 

Most of our services consist of word processing using 
microcomputers. Bestwords provides our customers with report-quality 
documents as well as light typesetting services. Our office has recently 
begun training local secretaries in how to use word-processing equipment. 

Income and Expenses 

Bestwords is a privately held firm. We have been profitable every 
year that we have been In business. We have always been ahead of our 
competition In buying the newest equipment; this has consistently paid off 
by bringing In new customers. 

Our 1984 income and expenses were as follows; 
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i 1 


1 2 1 


1 3 


1 4 1 


1 


Income and expense report 






2 


for 1 985 








3 










4 


Income 




Expenses 




5 










6 


VP services 


$278,428 


Salaries 


$21 1,600 


7 


Interest 


$248 


New equip. 


$17,527 


8 


Used equip. 


$4^730 


Rent /phene 


$14,134 


9 


Training 


$6,800 


Ad V. /Promo. 


$20,290 


10 






Legal 


$2,100 


11 






Office supp. 


$3,821 


12 






Misc. 


$6,392 


13 










14 


Total 


$290,206 


Total 


$275,864 



2. Select this data and copy it to theClipboard. Quit Multiplan 
and run Word. Paste the data into a new document, format it, and 
add an explanation for the balance above or below the table. 

3. The organizational chart can be created in MacPaint or 
MacDraw. In MacPaint, select Grid from the Goodies menu to 
make it easier to align the rectangles. The chart looks like this: 




Select the chart with the lasso, copy it to the Clipboard, and quit 
MacPaint. Run Word and paste this chart into the report. Center 
the chart in the text area by selecting it and dragging on its right 
border. 

4 . Since the organizational chart does not tell much about the 
employees, the request should include a table of employee 
information. BestWords keeps this information in a File database: 
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1984 



Income 




Eipenses 




WP services 


$278,428 


Salaries 


$211,600 


Interest 


$248 


New equip. 


$17,527 


Used equip. 


$4,730 


Rent/phone 


$14,134 


Training 


$6,800 


Adv./Promo. 


$20,290 






Legal 


$2,100 






Office supp. 


$3,821 






Misc. 


$6,392 


Total 


$290,206 


Total 


$275,864 



Company Organization 

BestWords staff consists of the president, office manager, sales 
representative, and the word-processing staff. Our company structure Is: 




The staff has grown steadily since our founding In 1981. BestWords salaries 
are based on job description and length of time with the company. The 
salaries and beginning dates of employment are: 
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in^ 


■ Bf 

Nome 


istUlords Ste 
Position 


Iff 

Soloru 


Started 


! 


Jean Henderson 


WP 


$19,600 


9/22/83 


2 


Mark Purdy 


WP 


$19,600 


9/22/QZ 


3 


Dianne Carter 


President 


$35,000 


2/1/81 


4 


Ruth Sweeny 


WP 


$18,300 


1/8/85 


5 


Sally Leeds 


Sales 


$31,200 


1 1/5/84 


6 


Louise Thornton 


WP 


$18,500 


6/ 1 2/84 


7 


Nancy Fields 


Office Mgr. 


$27,500 


8/30/8 1 


8 


Suzanne Robertson 


WP Leader 


$23,400 


4/20/83 


9 


Chris Vee 


WP 


$18,500 


8/18/84 


New 











Sort the records on the Position field. Copy the records to the 
Clipboard (retaining the formatting) and paste them into the 
Scrapbook; they will be used in the report. Copy the same records 
to the Clipboard without the formatting and also paste them into 
the Scrapbook; this will be used in Multiplan. 

5. Quit File, ru n Word, open the report, and cut the table with 
the formatted amounts intotheClipboard. Pastethetable into the 
report and format the results. 



Nancy Fields 


Office Mgr. 


$27,500 


6/30/6 1 


Dianne Carter 


President 


$35,000 


2/1/61 


Sally Leeds 


Sales 


$31,200 


11/5/64 


Chris Yee 


WP 


$16,500 


6/16/64 


Louise Thornton 


WP 


$16,500 


6/12/64 


Ruth Sweeny 


WP 


$16,300 


1/6/65 


Jean Henderson 


WP 


$19,600 


9/22/63 


Mark Purdy 


WP 


$19,600 


9/22/63 


Suzanne Robertson 


WP Leader 


$23,400 


4/20/63 



6. Of course, the bank is most concerned with the use of the 
loan; so make a spreadsheet showing how the loan would affect 
income and expenses. Quit Word, open the Multiplan spread- 
sheet, cut the unformatted records from the Scrapbook, and 
paste them into the spreadsheet beginning at row 22. Remove the 
Name and Started columns: 





1 1 2 1 


20 




21 


Current 






Office Mgr, 


$27,500 


23 


President 


$35,000 


24 


Sales 


$31,200 


25 


VP 


$18,500 


26 


VP 


$18,500 


27 


VP 


$18,300 


28 


VP 


$19,60p 


29 


VP 


$19,600 


30 


VP Leader 


$23,400 


31 






32 


Total 


$211,600 
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Nancy Fields 


Office Mgr. 


$27,500 


8/30/81 


Dianne Carter 


President 


$35,000 


2/1/81 


Sally Leeds 


Sales 


$31,200 


11/5/8^ 


Chris Yee 


WP 


$18,500 


8/18/84 


Louise Thornton 


WP 


$18,500 


6/12/84 


Ruth Sweeny 


WP 


$18,300 


1/8/85 


Jean Henderson 


WP 


$19,600 


9/22/83 


Mark Purdy 


WP 


$19,600 


9/22/83 


Suzanne Robertson 


WP Leader 


$23,400 


4/20/83 



Purpose of the Loan 

Our staff of six word processing employees are now working at full 
capacity. BestWords has been in the enviable position of turning away work 
for the last eight months. We propose to add four new positions to the word 
processing staff (one leader and three operators). 

The increase in staff will let us accept more new business. Thus we 
will need to add a new sales representative to bring in new clients and to 
interest our current clients in new services that we offer. We also want to 
add a full-time training specialist to the staff to cover the new demand for 
word processing training. 

With the addition of new staff, BestWords will, of course, need new 
word processing equipment and a proportional increase in rent and office 
supplies. The total new needs are shown here; 
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Add a total to row 32. 

7 . Copy columns 1 and 2, rows 22 through 30, to columns 3 
and 4. This will be the proposed new staff. Add the new workers 
into column 3. Increase the pay levels for the current positions 
and add a total. The spreadsheet now appears as follows: 





1 


1 2 1 


1 3 1 


1 4 1 


20 










21 


Current 




Proposed 




22 


Office Mqr. 


$27,500 


Office Mgr. 


$30,000 


23 


President 


$35,000 


President 


$40,000 


24 


Sales 


$31 ,200 


Sales 


$35,000 


25 


VP 


$18,500 


Sales 


$35,000 


26 


VP 


$13,500 


Training 


$17,500 


27 


VP 


$18,300 


VP 


$19,600 


28 


VP 


$19,600 


VP 


$18,300 


29 


VP 


$19,600 


VP 


$20,800 


30 


VP Leader 


$23,400 


VP 


$20,800 


31 






VP 


$18,500 


32 


Total 


$21 1 ,600 


VP 


$18,500 


33 






VP 


$18,300 


34 






VP 


$19,600 


35 






VP Leader 


$24,900 


36 






VP Leader 


$24,900 


37 










38 






Total 


$361 ,700 



8. Start a new area of the spreadsheet for expected new 
expenses on row 40. The major new expense is salaries for new 
employees. The total of the new expenses for 1986 is the differ- 
ence between the two previous totals (R38C5—R32C2). For 1987 
and 1988, estimate an increase of 15 percent for current employees 
each year (R42C2*1.15 and R42C3*1.15). The result is as follows: 



40 


New expenses 






41 




1985 


1986 


1987 


42 


Salaries 


$150,100 


$172,615 


$198,507 



9 . Copy the Expense categories from column 3, rows 7 
through 12, into column 1 beginning at row 43. The estimates are 
based on the costs of equipment for the new word processing 
employees and a doubling of the advertising and promotion 
budget for the new sales representative. Use row 50 for yearly 
totals: 
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New expenses 


1985 


1986 


1987 


Salaries 


$130,100 


$172,615 


$198,507 


New equip. 


$15,000 


$3,000 


$2,000 


Renl/phone 


$4,000 


$4,000 


$4,000 


Adv./Promo. 


$20,000 


$20,000 


$20,000 


Legal 


$0 


$0 


$0 


Office supp. 


$3,000 


$3,000 


$3,000 


Misc. 


$4,000 


$4,000 


$4,000 


Total 


$196,100 


$206,615 


$231,507 



This will result in significant new income for BestWords. With our 
new capabilities, our three-year projections for income added by the new 
staff and equipment are: 



New Income 





1983 


1986 


1987 


WP services 


$200,000 


$225,000 


$250,000 


Interest 


$0 


$0 


$0 


Used equip. 


$4,000 


$2,000 


$2,000 


Training 


$40,000 


$45,000 


$50,000 


Total 


$244,000 


$272,000 


$302,000 



As you can see. we feel that the $250,000 loan can be easily paid off 
In the five-year timeframe, given that we will continue to make a profit 
each year. With other expansions that are currently underway. BestWords 
should be able to meet the goals of the loan in three to four years. 
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1 


1 2 


1 3 1 


1 4 1 


40 


New expenses 






41 




1985 


1986 


1987 


42 


Salaries 


$150,100 


$172,615 


$198,507 


43 


New equip. 


$15,000 


$3,000 


$2,000 


44 


Rent /phone 


$4,000 


$4,000 


$4,000 


45 


Ad V. /Promo. 


$20,000 


$20,000 


$20,000 


46 


Legal 


$0 


$0 


$0 


47 


Office supp. 


$3,000 


$3,000 


$3,000 


48 


Misc. 


$4,000 


$4,000 


$4,000 


49 










50 


Total 


$196,100 


$206,615 


$231 ,507 



10 . Copy the labels in colu mn 1, rows 6 through 9 , to column 1 
beginning at row 54. Enter information about the expected 
increase in sales due to the doubling in size of the sales staff, the 
full-time training position, and the increased capacity for new 
word processing work. Add totals for each year: 



52 


New Income 








53 




1985 


1986 


1987 


54 


VP services 


$200,000 


$225,000 


$250,000 


55 


Interest 


$0 


$0 


$6 


56 


Used equip. 


$4,000 


$2,000 


$2,000 


57 


Traininq 


$40,000 


$45,000 


$50,000 


58 










59 


Total 


$244 .000 


$272,000 


$302,000 



11 . Select rows 40 through 59, copy them to the Clipboard, and 
quit Multiplan. Open your Word document and paste the tables 
from the Clipboard. Format the tables and add explanations for 
the new costs and expected income as follows. 



New expenses 




1985 


1986 


1987 


Salaries 


$150,100 


$172,615 


$198,507 


New equip. 


$15,000 


$3,000 


$2,000 


Rent/phone 


$4,000 


$4,000 


$4,000 


Ad V. /Promo. 


$20,000 


$20,000 


$20,000 


Legal 


$0 


$0 


$0 


Office supp. 


$3,000 


$3,000 


$3,000 


Misc. 


$4,000 


$4,000 


$4,000 


Total 


$196,100 


$206,615 


$231,507 


New Income 




1985 


1986 


1987 


WP services 


$200,000 


$225,000 


$250,000 



Percent investment 






1984 198) 



□ Cash 

■ !• ytarCOt 

□ S()octji«tlvf stocks 

■ Biu»-ctiip stocks 

□ Lorg*tenn txnds 

■ Slwrt*l»rm tonfls 



TaWe 2 Compertscjo o( Invostmanl mix for 1 984 and 1 965 

While «l«hUy utcreuug Um uxal looufll lavcited la boodt. Amcncea Footfi 
peoiKn food stufied the bond eopheiii from ihort-Um to kmi-iera boodi 
Blue-chip nocks also pliyed ■ bicsec role in the portfolio in 198) 






Business Presentation 




Multiplan Microsoft Chart MacDrav/ 







Microsoft Word 



J im Rothstein is giving a presentation on the holdings of the 
American Foods pension fund to the board of directors. The 
board has copies of the graphs that he is discussing, but he wants 
to make his presentation more interesting by using overhead 
transparencies. 

The pension fund has grown by almost ten percent over the 
year, and although the data is fairly simple, it is important that the 
board see how the mix of investments has contributed to the 
fund's growth. Jim uses Chart to make two transparencies: 

• A simple column chart showing the percent reliance on 
each type of investment in each year 

• A 100 percent column chart showingthe mix of investments 
in the two years. 

Since the board of directors already has copies of the data, Jim 
decides to make graphs more informative by adding descriptive 
captions. He also wants to use MacDraw to improve the appear- 
ance of the labels. His finished charts are presented throughout 
this chapter. 
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Comparison of investments 




Shorl-lerm Long-term Blue-chip Speculative Hyear Cash 

bonds bonds stocks stocks CD^ 



Table 1 . Investment reliance for 1 984 and 1 985- 

The pension fund Tor American Foods bought more long-term bonds in 1983 
and liquidated some of our holdings in short-term bonds. Due to the softness in 
the cash and short-term Q) markets, we also put more reliance on blue-chip 
stocks. 



Business Presentation 



1. The data is kept in a Multiplan spreadsheet: 
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Since you are using Chart to graph the results, you do not need to 
use the headings or the totals. The percentages are necessary 
because the totals for the two years are different. Select colu mns 1 
through 5 of rows 6 through 11 and copy the data to theClipboard. 
(Be sure to save the cells as unformatted.) 

2. Quit Multiplan and run Chart. Select Text from the Data 
menu to tell Chart that the first column will be your text catego- 
ries. Don't worry about the column labels or the chart title; you 
will change these in MacDraw. 

3. Paste the data from the Clipboard. Chart opens four series 
windows. Select List from the Data menu: 
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Percent investment 




1984 1985 



□ Cash 
ES 1 + year CD's 
H Speculative stocks 
B Blue-chip stocks 
S Long-term bonds 
ED Short-term bonds 



Table 2. Comparison of investment mix for 1 964 and 1 965. 

While slightly increasing the total amount invested in bonds, American Foods' 
pension fund shifted the bond emphasis from short-term to long-term bonds. 
Blue-chip stocks also played a bigger role in the portfolio in 1985. 
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Deselect the first and third windows, since these are the dollar 
amounts, not the percentages. 

4 . The first chart is a bar chart for the two years. Select column 
chart types in the Gallery menu. Click the Plot Series box for the 
1984 data first; then plot the 1985 series: 

Series4:20:10PM 
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Don't worry about the poorly formed labels; these are easy to 
change in MacDraw. 

5 . You want to emphasize the 1985 bars, but the current 
arrangement makes the black (1984) bars look more important. 
Select one of the 1984 bars; then select Patterns from the Format 
menu. Change the area pattern to 50 percent gray (the third from 
the left). The chart now looks like this: 

Series4:20:10PM 
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6. Select the entire chart; then select Copy. Paste this chart 
into the Scrapbook. 

7. The second graph is much harder to make. Since Chart 
does not let you paste in a spreadsheet that is wider than it is tall, 
you cannot set up the six series windows easily. Therefore you 
must type the data series into Chart by hand. Before beginning, 
select List from the Data menu and deselect the showing or 
plotting of all four series. 

8. Start adding data to the New Series window for the short- 
term bonds. The category column will contain ''1984'' and"1985"; 
the values column will contain "20.7" and "15.6" (don't worry 
about the series name): 




9. Create a new series for long-term bonds, then for blue- 
chip stocks, and so on. After you have created all six windows, 
select column chart typeS. ClickthePlot Series button forthe first 
window, then the second, and so on. Change the pattern in the 
top rectangle to diagonal stripes. Select Add Legend from the 
Chart menu (you will change the names in MacDraw). 
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10 . Copy this chart to the Clipboard and quit Chart. Run Mac- 
Draw and paste this chart into a new document. Add a new title to 
thetop of the drawing and changethe legend, patterns, and axes. 
Separate the columns and add lines between them: 
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11. Select the entire chart, copy it to theClipboard, and paste it 
into the Scrapbook. Copy the first chart from the Scrapbook into 
the Clipboard, move to an unused part of the chart, and paste the 
chart into MacDraw. 

12. Change the column and axis labels to show the proper 
names, change the title of the chart, and make the chart larger. 



Comparison of investments 




Shori-term Long-term Blue-chip Speculative 1 + year Cash 



13. Select the chart and copy it to Clipboard. Quit MacDraw 
and run Word. Set the right margin to 0 inches. Paste the chart into 
a new document; then add the caption at the bottom. Save this 
document and print it on overhead transparency material. 

14. Start a new document and retrieve the second chart from 
the Scrapbook. Add its caption, save it, and print it. 
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MacT erminal Multiplan 




Microsoft Chart MacPaint 







Microsoft Vord 



S amuelson Products has recently developed two snack foods 
that it wants to market on television. One product^ Devonshire 
cookies^ is mostly aimed at adults; the second product, Snappy- 
Zaps, will have wider appeal among kids. The marketing director 
wants you to find the best shows to advertise the two products. 

The audience data for many TV shows is available through a 
database that you can access with a modem. After receiving the 
data, you can set up "'optimum viewer profiles'' and compare 
them with the actual show audiences to find the one that best 
meets your criteria. 

Your report for the marketing director (illustrated at the end of 
the chapter) should include both the television show data and 
charts showing the match with your optimum models. By using a 
spreadsheet, you can perform what-if calculations to see the 
effects of changing your models. 

1. Use MacTerminal to access the remote database. After dis- 
playing the information on the screen, select it and copy it to the 
Clipboard with the Copy Table command in the Edit menu. This 
command turns the spaces between columns into tab characters. 

2. Quit MacTerminal and run Multiplan. Paste the table into a 
new document: 





i 1 


1 2 


1 3 1 


1 4 1 


1 5 


1 6 1 


1 




Q-1.:? 


13-19 


20-35 


36-55 


56+ ' 


2 


Mg Home is Mg Castle 


5% 


lose 


3ise 


29Se 


25Se« 


3 


Here Goes Nothing 


4\% 


29Se 


use 


15Se 


4%\ 


4 


Top Shots 


24% 


i8se 


24Se 


2 pse 


i4sei 


5 


Looks Like Rain 


4% 


i5se 


43Se 


2f% 


9%! 


6 


The John Hoyt Show 


M% 


3ose 


26 se 


i7se 


lose' 



169 



Macintosh Paperwork: Integrating Microsoft Products 



To: Sylvia Uoyd, Marketing Director 

From; Chris Baker 

Re: Television advertising for Devonshire and SnappyZaps 

Our research of the television viewer datasets produced some interesting 
results and indicate that there are some excellent shows for us to use as 
advertising vehicles. We have found shows with audiences that are very 
close to our hoped-for audience mixes. 



Determining the optimal audience mix 

Introducing two products as different as Devonshire cookies and SnappyZaps 
at the same time will certainly require that Marketing use two very 
different campaigns. Our meetings last month helped us to determine 
exactly who we are selling to and how we want to approach the consumer 
for these products. 

It was agreed that the target audience for Devonshire cookies was primarily 
adults and that children will not have much effect on the market. We threw 
in a few teens into the mix to cover those who have buying power. We also 
down-played the seniors, who have traditionally been wary of new snack 
products. 

For SnappyZaps, we decided to go for a broad appeal concentrated on the 
lower age ranges. We feel that half of the potential market will be in the 15 
to 35 range, with children influencing the buying decisions in another 20% 
of the market. 

The optimal mixes that we finalized on, categorized by television rating age 
groups, are as follows: 
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Television data 

Five television shows approved by the Marketing Acceptance Board were 
compared to the optimum mix. Of these five, good matches for both 
Devonshire cookies and SnappyZaps were both found. Given an even larger 
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Row1 shows each age group; columns 2-6 give the percentage of 
the audiences in each age group for the five shows. 

3. Determine the best possible audience for each product. 
For each age category, you should consider the interest in the 
product and the ability to buy or influence a buying decision. The 
result is a desired audience mix: 
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Save rows 1 through 11 to the Clipboard and then to the Scrap- 
book for use in the written report. 

4 . The best way to determine the fit of the show's audience to 
your optimum audience is to find the differences for each cate- 
gory and select the show with the smallest cumulative differences. 
You must use the absolute values, or the sum of the differences 
will always equal 0. 

For Devonshire cookies, make a second chart that contains the 
absolute-value difference between the audience percentage and 
the optimum percentage. 
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For example, cell R15C2 contains the formula 
=ABS(R10C2-R[-13]C) 



Copy this formula down to rows 16 through 19. In R15C3, change 
the formula to 



=ABS(R10C3-R[“13]C) 



Copy it down, and so on. 

5. Make a similar chart for SnappyZaps: 
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sample of shows, we could probably find many other shows that suit our 
needs. 



The data for the five shows were as follows: 



Ages: 
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The cost per viewer for each pf the shows was about the same. We looked at 
shows in different hours of the television evening to be sure we sampled the 
widest possible range of viewers. 

After correlating the differences between the shows and the optimum 
audiences, we found that Looks Like Rain matched Devonshire cookies quite 
well and that The John Hovt Show closely matched the desired SnappyZaps 
audience. 

The following charts show the correlation for these two shows and the 
products. The lines with the filled-in diamonds are the desired mixes, and 
the lines with the open diamonds are the shows. 



Devonshire and Looks Like Rain 
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6. Use column 7 to create totals for the differences (use the 
SUM function). The totals for the two products are 



Total. 
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Since you are looking for the smallest total difference (that is, the 
closest fit between the sample and optimum audiences), you can 
see that Looks Like Rain (row 26) is the best fit for Devonshire 
cookies and The John Hoyt Show (row 27) is the best fit for 
SnappyZaps. 

7. To create graphs in Chart, copy columns 2 through 6 of 
rows 5 and 6 to the Clipboard and then to the Scrapbook. Copy 
columns 2 through 6, rows 10 and 11, to the Clipboard. Quit 
Multiplan and run Chart. 

8. Paste in the data for the snacks; Chart will assume that you 
are using sequence data, which is fine for now. Use the Sequence 
command to change the series name for the first series to ''Devon- 
shire'' and the second series to "SnappyZaps." Cut the TV show 
data from the Scrapbook and paste it into Chart. Rename the 
series Looks Like Rain and The John Hoyt Show, respectively. 

9. Select line chart type 1 in the Gallery menu. Click the Plot 
Series button for "Devonshire" and then tor Looks Like Rain. The 




X 
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SnappyZaps and The John Haul Show 




It should be noted that the desired audience mix should be finalized and 
approved at all levels before these two shows are chosen by Marketing. As 
an experiment, we shifted the age ranges for desired mix of Devonshire 
cookies up and that of SnappyZaps down, and we found that two different 
shows matched better than Looks Like Rain and The John Hoyt Show. It 
would also be advisable for us to research many more shows for. the final 
sample. 
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Thefilled-in points are for the cookie and the open points are for 
the show. As you can see, this was a good match. Save this graph to 
the Clipboard and then to the Scrapbook. 

10. Deselect the two series; plot "SnappyZaps'' and then The 
John Hoyt Show. Save this graph to the Clipboard, quit Chart, and 
run MacPaint. 

11. Paste the second graph into a new document. Change the 
title, add better labels, and add a new legend: 

SnappyZaps and The John Hoyt Show 




Copy this to the Clipboard and save it in the Scrapbook. Copy the 
first chart from the Scrapbook, perform the same operations, and 
save it to the Clipboard. 

12. Quit MacPaint and run Word with a new document. Paste 
in the first chart and then copy the second chart from the Scrap- 
book into the new docu ment. Also copy the tables saved in step 3. 
Enter the text around the drawings and tables to complete the 
report. 

13. To see the effect of changing the desired audiences, 
simply change the values in rows 10 and 11. For example. If you 
decide to change the Devonshire audience to be much older and 
theSnappyZaps audience to be much younger, you might use the 
following mixes: 

noH Devonshire cookies ! . " ! ' ^ T 7 ' 'p« T . 5*1 3595 : '45« : 7 7.?* 1 

I II I Snappy Zaps [ 3595 : ?5^ ; 7 5 * I P.^ ! 

These results show that My Home is My Castle is better for Devon- 
shire cookies and Here Goes Nothing is better for SnappyZaps. 
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P rofessor Ruth Williams is researching a nonlinear chemical 
reaction. The reaction has been measured by many other 
researchers, and her graduate students have also run the reaction 
with differing amounts of the reactant. She wants to compare the 
data to the theoretical equation for a paper she is writing. 

Since the literature on this reaction and Dr. Williams's labora- 
tory data are considerable, she has kept the results in a database. 
She is preparing a short, informal memo with the results of the 
comparisons. The memo should include a chart of the data and a 
report of the standard deviation from the expected values. 

1 . The three fields in the database are the source of the data, 
the amount of the reactant chemical (whose acronym is EOTD), 
and the amount of the resulting chemical (whose acronym is 
EOSL). A partial selection of the data is shown on page 179. 



177 
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Interim memo on the transformation of EQTD to EQSL in solution 
Professor Ruth Williams 



Many literature references include the reaction: 

EOTD ♦ heat — > EOSL 

According to Holland, this reaction follows the formula: 

where x is the amount of EOTD. After studying 46 reactions, both from the 
literature and measured in the lab, I have found that most of these reactions 
conformed quite closely to the equation. 

The data was collected from 35 literature reports and 1 1 experiments in our 
lab. The data looks like: 



EOTD to EOSL 
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The standard deviation of the data from the equation was 0.058, which 
indicates a fair degree of inaccuracy in the literature and in the experiments. 
My group is studying the reaction further to find the edge conditions of 
Holland’s equation. 
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An in the Source field indicates that this is a literature refer- 
ence; an indicates that it was an experiment in Dr. Williams's 
lab. 

2 . Copy all of the records to the Clipboard and quit File. Run 
Multiplan and paste the records into a new document starting in 
row 2. Enter the labels in row 1. 
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3 . You want to compare the data in column 3 with the results 
from the reaction equation. In this case the equation is 

^+4x 

wherex is the amount of EOTD from column2. In column4, enter 
the formula for the reaction as 

=(RC[-2r2.5)+(RC[-2]*4) 

Copy this formula down for all of the data. 

4 . Column 5 should show the percent difference between 
the data and the expected results. The equation for the cells is 



=(RCl-2]-RC[-11)/RC[-l) 
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Copy this equation down for all of the data. The new data looks 
like this: 
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5 . For the memo, you should also calculate the standard devi- 
ation of the differences. In cell R2C6, enter the formula 

=STDEV(R1C5:R46C5) 

In this case, there are 46 data points. Give this cell a label in R1C6. 

I I 

:st..dev; 

: 6.05801 53 



Copy it to the Scrapbook for the memo. 

6. Copy the data in columns 2 and 3 to the Clipboard. Quit 
Multiplan and run Chart. Select Number from the Data menu to 
tell Chart that the data is numeric. Label the series ''EOTD to 
EOSL'" and the columns ''EOTD'" and ''EOSL'', respectively. 

7 . Paste the data from the Clipboard. Select scatter chart type 
1 for the results. Click the Plot Series button: 
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Copy this chart to the Clipboard and quit Chart. 
8. Run Paint and modify the axis labels: 
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Save this to the Clipboard and quit MacPaint. 

9. Run Word and paste the chart into a new document for 
your memo. Paste the standard deviation calculated in Multiplan 
into the document and finish the report. 




Dr. i^liicrt laimcr 
H Dotincr Squorr 
^ston. f\A 0212B 



Kovernwr 21. 1964 

Bruce Berman 
902 Willow Ave 
Camlridge. MA 02139 

near Hnjce 

Oir records indicate that you ha»r not paid tne Palance on yotf* account, 

S2 1 7 so, due <Mtf 60 days ago on 9/5/85 We reminded you over 30 days ago 
on 10/12/65, Dut nave not neard from you yet 

AS you know, our off tee policy is to add a 4X surenarge to a<l outstanding 
balances after 60 days The total for tnese surcharges on yoir accouit is 
t8 70; Ulus, your new balance is (226 20, which is payable immediately If 
you nave any questions, please feel free to call my office at your earliest 
convenience 

Sincerely, 



Or Albert Tanner 




Letter for Delinquent 
Payment 




Microsoft Vord Microsoft File MacPaint 



D r. Albert Tanner, a dentist in private practice, keeps an exten- 
sive patient database in File. He uses the database for sending 
patient billings. If a patient does not pay in 30 days, he sends a 
reminder notice. After 60 days, he adds a 4 % surcharge to the 
patient's account. 

Although the letters are created with a File report. Dr. 
Tanner wants the reminders to sound friendly, so he uses a 
Word merge document to create them. He Includes as much 
personal information as possible to make the letter seem more 
individual. Of course, he also wants the letters to convince his 
clients to pay their bills. A sample letter appears on the next 
page. 

1 . Create the form letter for the delinquent notices with 
Word. The main document must include a DATA instruction for 
the datafile that you created (In this case, call it ''Delinquent 60"). 
The field names in the main document must match the ones in the 
database. Since the datafile for this letter will be a subset of your 
main database, you will use the same field names. Figure 13-1 
shows the main document. 
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Dr . fW)ert Tanner 
14 Donner Square 
^ston, HA 02128 



November 21, 1984 



Bruce Berman 
902 Willow Ave. 

Cambridge, MA 02139 

Dear Bruce. 

Our records indicate that you have not paid the balance on your account, 

$21 7.50, due over 60 days ago on 9/5/85. We reminded you over 30 days ago 
on 10/12/85, but have not heard from you yet. 

As you know, our office policy is to add a 4 % surcharge to all outstanding 
balances after 60 days. The total for these surcharges on your account is 
$8.70; thus, your new balance is $226.20, which is payable immediately. If 
you have any questions, please feel free to call my office at your earliest 
convenience. 



Sincerely, 



Dr. Albert Tanner 



Letter for Delinquent Payment 



2. To make the letter look a bit more professional, add a 
letterhead to the top. You can create a letterhead in MacPaint or 
MacDraw with large fonts; many of these fonts are available from 
commercial manufacturers. 



«data Delinquent 60» 



Dr . j^bert Tanner 
14 Donner Square 
Alston, 02128 

«set date=?Enter today's date: » 

«date» 



«first name» «last name» 

«address» 

«city», «state» «zip» 

Dear «first name» 

Our records indicate that you have not paid the balance on your account, 
«amount», due over 60 days ago on «orig notices. We reminded you over 30 
days ago on «30-day», but have not heard from you yet. 

As you know, our office policy is to add a 4% surcharge to all outstanding 
balances after 60 days. The total for these surcharges on your account is 
«surcharges»; thus, your new balance is «total due», which is payable 
immediately. If you have any questions, please feel free to call my office at 
your earliest convenience. 



Sincerely, 



Dr. Albert Tanner 



Figure 13-1. 

Main document for form letter 
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Copy the letterhead to the Clipboard, quit MacPaint or MacDraw, 
run Word again, and paste the letterhead into the main document. 

3 . The patient database has more than two dozen fields, many 
that are not useful for this letter (such as denture type). Thus, you 
should make a subset of the database with only the fields that 
relate to the letter. Since this mailing is only for patients who have 
been sent a 30-day notice, you can simply select all records in 
which the field called ^^30-day^' has a date that is more than 30 days 
ago: 




You should also sort the selected records by last name so they are 
easy to match with the envelopes that you will be printing: 




4 . Create a form for these records. Since you are using this 
database only as input to Word, you can use the simple List Helper 
form. The subset database's form contains the fields shown in 
Table 13-1. Hide the other fields; then select Save Records from 
the File menu. Click theText (Microsoft Print Merge) button in the 
dialog box, and name the file ''Delinquent 60". Click the Save 
button to create the text-only file. Quit File and run Word again. 

5. Open the main document and select Print Merge from the 
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Table 13-1. 



Fields in the 


"Delinquent 60" 


Database 


Field 


Type 


Contents 


file # 


Number 


File identification number 


first name 


Text 




last name 


Text 




address 


Text 




city 


Text 




state 


Text 




zip 


Text 




orig notice 


Date 


Date of original notice 


30-day 


Date 


Date of 30-day notice 


60-day 


Date 


Date of 60-day notice 


amount 


Number 


Amount owed in dollars 


surcharges 


Number 


Late fees (calculated from "amount") 


total due 


Number 


Sum of "amount" and "surcharges" 



File menu. The SET instruction will cause Word to prompt 




Type in today's date. Word will print each of the letters. 

6. You can use the same datafile to print names and addresses 
on the envelopes. Create a simple main document: 

«data Delinquent 60» 



«first name» «last nanrie» 
«address» 

«c1ty», «slate» 

«2ip» 



o 



Select Print Merge again^ but be sure to click theCutSheet button 
so that Word pauses between envelopes. 



Part III 



Appendixes 



T he following two appendixes show you how the Microsoft 
products relate to the rest of the Macintosh world. Appendix 
A shows you how to manage your M icrosoft disks and set up your 
applications with various Macintosh configurations. Appendix B 
covers many of the other Macintosh applications that can use data 
from, or produce data for, the Microsoft applications. 
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Hints for Using 

the Microsoft Applications 



Y ou can use a number or'housekeeping'' procedures to make 
working with the Microsoft applications easier and more 
efficient. This appendix discusses these and suggests various ways 
you can usethe applications if you have a nonstandard Macintosh 
setup. 




Macintosh 



Backing Up Programs 

An important way of averting disaster on your Macintosh is to 
back up (make copies of) your disks regularly. Your Macintosh 
may crash (fail to work) despite your best precautions. If you make 
regular copies of your data and program disks, a crash will cause 
only limited damage. 

Almost every computer professional stresses the importance 
of regularly copying data onto another disk, known as a backup 
disk. The disk should be stored in a safe location. Safety is, of 
course, relative; if your office floods or burns down when your 
backup disk is in the office, it obviously won't be of much help to 
you. However, for most situations, simply backing up your files is 
an adequate precaution. 

If you use a hard disk with your Macintosh, it is especially 
important to back up the datafiles on it. Hard disks are known to 




Microsoft Vord 
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crash more often than floppy disks, usually making all of the data 
disk unreadable. If you use a hard disk, rememberto back upyour 
data often. 

You must decide what files you need to back up and how often 
you should copy them. These decisions are fairly simple: back up 
every file at least once, and back up every file that changes as 
often as you can afford the time to do so. 

Backing Up Data Disks 

Backing up your data is easy. In the Finder, simply copy all of your 
datafiles from your data disks to your backup disks. (You do not 
need to keep old backup copies of data once you make new 
copies.) For instance, if you have a data disk that contains all of 
your File databases, you can simply copy all the files from that disk 
to your backup disk by dragging the data disk's icon to the backup 
disk's icon. When the Finder asks, 



Replace items uiith the same names 
Luith the selected items? 

[ OK ] [ Cancel ] 




click the OK button, since you can safely replace the old backup 
files with the new ones. 

Backing up from a hard disk is not as easy as from a floppy disk. 
In the Finder, you need to select files for backing up that will fit on 
the destination floppy disk. This means that you cannot select 
more than 400K of files at a time when you copy onto a floppy 
disk. Some hard disks come with sophisticated backup programs; 
other hard-disk backup programs are available from software 
manufacturers. 

Backing Up 

The Microsoft Applications 

Most of the software you buy or that comes with your Macintosh is 
on diskette. Since diskettes wear out or become damaged, you 
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should always make a complete copy of each original diskette (the 
master) before you use the software. You should then store the 
master in a safe place and use the copy. If your working copy 
should later become unreadable because of wear or mishandling, 
you can simply copy the master again. 

Some software manufacturers, including Microsoft, prevent 
you from completely copying your master disks. These disks con- 
tain special instructions that the Finder cannot copy. When you 
run one of these applications, the program looks for the special 
instructions on the disk; if it does not find them, it will not run. If 
your master copy is ever lost, destroyed, or damaged, you will not 
be able to run the program. 

Microsoft recommends that you copy all of the files from your 
master disks by dragging their icons to other disks. You can then 
run the applications from the other disks; however, the first time 
you run the application after turning on your Macintosh, you 
must insert your master diskette in the internal drive so that the 
program can check that you indeed have a master disk. Since all 
diskettes fail at some time, this situation is hardly desirable. 

You can also obtain programs that allow you to make copies of 
copy-protected software like the Microsoft applications. With 
such a program, you can make a runnable copy of your master 
disks. One popular disk-copying program is Copy II Mac from 
Central Point Software, which backs up all of the Microsoft appli- 
cations as well as many other programs. 

Of course, you should not use one of these programs to make 
copies of software that otherwise might be sold. That is illegal, in 
the same way that it is illegal to copy a book on a photocopier 
instead of buying it in a store. It is legal, however, to make archival 
copies of your software to protect against your original disk 
becoming unusable. 



Managing the Clipboard 
And Scrapbook 

If you use only one system disk on your Macintosh, the Clipboard 
and Scrapbook files will always remain on that disk. Most people, 
however, use different system disks for the different programs 
they run. When you switch system disks, the Finder copies the 



Clipboard File 



Scrapbook File 
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Clipboard file (but not the Scrapbook file) from system disk to 
system disk. You do not need to copy the Clipboard file when you 
switch disks. 

There are many times when you want the Scrapbook file to 
move with you when you switch disks. For example, you may have 
one system disk for Chart and one for Word. If you create a few 
charts that you want to include in a Word document, you would 
save them in the Scrapbook. When you switch system disks, 
however, your Macintosh will access the Scrapbook on the Word 
system disk, not on the Chart disk. 

To make a Scrapbook file from a different disk available to you, 
you must copy it from the first system disk to the second. To do 
this, simply drag the icon for the Scrapbook file from one disk to 
another, just as you would for any other file. 

Some people like to keep many scrapbooks on one disk, 
although there is little use for this. Since each disk can have only 
one file with the name'^Scrapbook File'', copy theScrapbook file 
and give the copy another name (such as ''Old Scrapbook"). To 
use that file as the Scrapbook again, simply delete the current 
Scrapbook file and rename the one you want to use "Scrapbook 
File". 



Hard Disks 



J y The Microsoft applications work fairly well with hard disks. Since 

Diskette the Macintosh treats hard disks as If they were large floppy disks, 
you can copy any of the Microsoft applications onto them and run 
your programs from them. 

The main advantages of using a hard disk with the Microsoft 
applications are that hard disks hold much more data and are 
faster than floppy disks. Most hard disks hold 5 or 10 megabytes, 
which is 12 to 25 times more than a single floppy disk. Starting 
Microsoft File from a floppy disk takes almost 30 seconds, while 
starting from a hard disk takes about 15. Searching through a long 
Word document with the Find command takes about one-fourth 
the normal time on a hard disk. 

When you use Microsoft applications on a hard disk, simply 
copy the files to the new disk. When you run your applications 
from this disk, you will still have to insert the master disk in the 
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internal floppy drive so the program can check that you have a 
master disk. 



Integrating With the MiniFinder 
And the Switcher 

Version 4 of the Macintosh Finder includes two features that help 
speed up your work, the Minifinder and the Switcher. Both of 
these features make moving between the Microsoft applications 
easier and quicker since you do not have to go through the Finder 
each time you leave an application. 



MiniFinder 




Svifcher 



Using the MiniFinder 

The MiniFinder is used instead of the Finder to move between 
applications. If you have a hard disk, theMiniFinder is very useful 
because you can specify all four Microsoft applications in its 
selection window. Even if you are using floppy disks, the Mini- 
Finder can be useful if you install it on each program disk. 

When you set up the MiniFinder on a hard disk, you will 
probably want to include all of the Microsoft applications and 
MacPaint. If you are using MacDraw or other programs with the 
Microsoft applications, you should include them as well. 

On a Macintosh with no hard disk, install the MiniFinder on 
each of your Microsoft program disks. When you want to switch 
from one application to another, simply click the Eject button in 
the MiniFinder and insert the new disk. 




MiniFinder 



Using the Switcher 

TheSwitcher is different from theMiniFinder in that it allows you 
to run many programs at the same time. With the Switcher you do 
not need to exit from one program in order to run another one. 
For example, you can run Word and Chart at the same time; when 
you want to put a drawing in your Word document, you simply 
save It to the Clipboard, switch over to Word, and give the Paste 
command. 

TheSwitcher requires at least 512K of RAM. When you start the 




Switcher 
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Switcher, you can install up to four applications to switch 
between. For instance, you might install Word, Multiplan, and 
Chart if you are writing a report that will require tables from 
Multiplan and drawings from Chart. 

While an application is running without the Switcher, the 
information that the application stores on the Clipboard is in a 
format that only the application knows how to use. When you quit 
from the application, it converts whatever is on the Clipboard to a 
general format (such as to a MacPaint-like picture or to text with 
tabs between columns). However, if you arerunningtheSwitcher, 
you never "'quit'^ the application; you simply switch to another 
one while the first one is still running. If you want to use informa- 
tion that the first program put on the Clipboard, the contents of 
the Clipboard must be converted to the general format. You can 
do this in two ways: 

• You can press the option key as you switch, which causes the 
Clipboard to be converted when you move between appli- 
cations. 

• You can set a Switcher option to always convert the Clip- 
board when you switch between applications. This is a bit 
slower than converting on demand, but you don't have to 
remember to convert when you need to. 

Generally, you will use the Always Convert option, which is set 
with the Options command in the Switcher menu. 



Integrating 

With Other Programs 



T hroughout this book you have 
seen how the Microsoft appli- 
cations can transfer data between 
each other with the Clipboard and 
text-only files. Many other Macin- 
tosh programs can produce and use this data, and they may 
have capabilities not included in Word, Chart, File, or Multi- 
plan, If you use non-Microsoft programs on your Macintosh, 
you should investigate the possibility of integrating them with 
the Microsoft applications. 

This appendix discusses some of the programs that you may 
want to use with your Microsoft applications. Of course, new 
programs are produced every day, so this list will never be 
complete. You should use this list as a guide to some of the 
types of software in which you might be interested. However, 
keep in mind that not all software can read data from other 
programs. Some excellent packages, such as the Fllevision data- 
base manager, cannot read data generated by other programs 
and cannot produce files that other programs can use. Before 
you buy a package, be sure that it can produce or read data 
from your Microsoft applications. 




Microsoft Word Multiplan Microsoft File 




Microsoft Chart 
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Integrated Software 
Packages 

An integrated software package is a set of programs that per- 
forms many functions without requiring you to switch from 
program to program. Although it is easy to transfer information 
among Microsoft Multiplan, Word, Chart, and File, they are 
considered stand-alone programs, not an integrated software 
package. However, many integrated packages included some of 
the basic features of Multiplan, Word, Chart, and File. 

Each program in an integrated package usually does not 
offer as many features as a stand-alone program. For instance, 
the charting portion of Jazz does not have as many features as 
Microsoft Chart. The tradeoff, then, is quantity of features for 
convenience. Integrated packages also usually cost less than the 
combination of Microsoft applications. 

Excel 

Microsoft's first integrated package. Excel, incorporates a spread- 
sheet, a small file manager, and a graphics package. These are 
the same three functions provided in Lotus 1-2-3, which was the 
first successful integrated package for the IBM PC. 

Excel gives the user a medium amount of processing power 
for a low price. Excel's spreadsheet is simpler than Multiplan, 
and the database is less powerful than File; however, the draw- 
ing portion is nearly as complete as Chart. Excel is meant to be 
a cost-effective application for people who would probably 
never buy the entire set of Microsoft applications. 

Since it is a Microsoft product. Excel can communicate with 
Word, Multiplan, Chart, and File quite easily. The spreadsheet 
portion can save files as text-only and can read data from the 
Clipboard. The database portion can also save and read text- 
only files as well as use the Clipboard for data. The drawing 
program can save output to the Clipboard just as Chart can. 

Jazz 

One of the most advanced integrated packages is Jazz from 
Lotus Development Corp. Like the Microsoft applications. Jazz 
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is based around its word processor. It also includes a spread- 
sheet, database system, chart maker, and telecommunications 
application. 

With Jazz, not only can you cut and paste information from 
one program to another, but a HotView feature also allows you 
to link the data used in the various parts of the program so that 
when you update the original data it is also changed in any 
other documents that are based on it. For example, assume you 
are writing a document that incorporates a chart based on 
spreadsheet data. If you change the data in the spreadsheet, the 
chart in the word processing document is updated. This means 
you don't have to go through the procedure of making a new 
chart and copying it into a word processing document each 
time you change your spreadsheet. 

jazz can read data from all four Microsoft applications 
through the Clipboard. The jazz spreadsheet can also read 
SYLK files from Chart or Multiplan, and the word processor can 
read text-only files from Word, jazz can also transfer data from 
some of the Microsoft applications on the IBM PC. 



Database Management 
Systems 

Many Macintosh database products on the market have fea- 
tures that make them more suitable for some business uses than 
File. Some of them can give you more flexibility in data report- 
ing and can relate the information in one database with the 
information in a different database. Just like File, most can read 
data from, and write data to, the Clipboard, so they can be used 
with Word, Multiplan, and Chart. There are more than a dozen 
database managers available for the Macintosh; only a few are 
mentioned here to give you a flavor of the types of features you 
can expect to find in them. 

OverVUE from ProVUE Development Corp. is a relational 
database system that also includes a small subset of Chart. You 
can use OverVUE to analyze your database without having to 
leave the program. It also has an advanced macro capability 
that lets you specify a set of commands (such as sorting, search- 
ing, and reporting) to be performed in a single step. It can read 
File data and write data to the Clipboard for use in the Micro- 
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soft applications. 

Odesta's Helix is a user-friendly system whose features are 
often only found on advanced systems. The entire program is 
icon-oriented, so beginning database users who are familiar 
only with the Macintosh interface can use it easily. It can read 
and save data through the Clipboard. 



Programming Languages 

You can overcome some of the limitations of File and Multiplan 
by writing programs that manipulate the data produced by the 
other Microsoft applications. For example, assume that you 
have two fields in a File database, one for the ZIP code and one 
for the state. You cannot cause File to change the value of the 
state field in a record based on the value of the ZIP code field, 
even though you can determine the state from the ZIP code. 
However, you can write a program to read a File text-only data- 
base and change the fields accordingly. 

Many people assume that it is necessary to learn a pro- 
gramming language in order to use a computer effectively. This 
is not true. You should only learn a programming language if 
you need an unusual program; even then, you will probably 
find that such a program already exists. If no such program is 
available, you can always hire someone to write it for you. 

The more you use the Microsoft applications, the more you 
will think of features that you wish had been built into them. 
Some programming languages can give you these capabilities in 
a limited fashion by manipulating data that is in text-only files 
or in the Clipboard. For example, you may want to be able to 

• Change File fields based on other fields in the record 

• Perform a calculation on records in a File database (such as 
adding 10 percent to a numeric field) 

• Use scientific calculations that are not available in a Multi- 
plan spreadsheet 

• Determine the number of words in a Word document. 

There are dozens of programming languages, although 
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many are only minor variations on others; only a dozen of 
them are understood by more than a few programmers. Most 
of these popular languages have been translated to the Macin- 
tosh. Recently, some programming languages that run only on 
the Macintosh have been developed. 

The following list gives you a brief overview of the pro- 
gramming languages available. Many others will be written as 
the Macintosh becomes more popular. 

• Pascal — Apple's first supported language on the Macin- 
tosh was Macintosh Pascal. Apple felt that it was better for 
beginning users to learn a structured language like Pascal 
than to learn BASIC. Pascal has been adopted as Apple's 
preferred language on all of their computers, and it is 
being taught in many introductory computer courses in 
colleges. SofTech Microsystems also produces a Pascal 
compiler. 

• BASIC — BASIC is one of the most popular languages 
because it is easy to learn. Many computer professionals 
turn up their noses at BASIC, but it is a good way to learn 
some of the concepts behind programming. Microsoft's 
BASIC has many features of Pascal and can be used to read 
and write data in the Clipboard. 

• FORTRAN — Many scientific laboratories use FORTRAN 
for all of their computations. MacFortran from Absoft is a 
full implementation of FORTRAN 77, the latest standard 
version of the language. It includes many handy features, 
such as the ability to create your own applications that can 
be run from the Finder and the ability to use the Macin- 
tosh's standard windows and menus. 

• COBOL—Although COBOL is not as popular as it was 15 
years ago, it is still used by many programmers. Mac- 
COBOL from Micro Focus incorporates many of the fea- 
tures of mainframe COBOLs as well as using the standard 
Macintosh interface. 

• C — The C programming language is the most popular 
language for Macintosh applications development. Al- 
though learning C is not as easy as learning BASIC or Pas- 
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cal, it is more powerful for the advanced programmer. If 
you are a beginning C user, the Hippo-C Level 1 from 
Hippopotamus Software Is an excellent way to learn the 
language without worrying about the intricacies. There 
are many full-functioned C compilers available, including 
those from Manx, Consulair, Hippopotamus, and MegaMax. 

• Modula-2— Although it is similar to Pascal, Modula-2 has 
many features that makes it more powerful for advanced 
programmers. It was designed by the same person who 
originally designed Pascal, and many of Pascal's inconsis- 
tencies have been successfully redesigned. 

• Forth — MacForth from Creative Solutions was one of the 
first languages available for Macintosh development. The 
Forth language is best suited for creating compact pro- 
grams that run quickly. Most people find it hard to learn, 
although its adherents claim that it is the most simple lan- 
guage available. 

• Lisp — Most of the artificial intelligence programs that are 
being produced in the United States are written in Lisp. 
Like Forth, it is often hard for beginners to learn, although 
the underlying structure of the language makes it very 
useful for applications that handle lists. ExperLisp from 
Expertelligence is a good learning environment for the 
Lisp language. 

• Neon — This new language, from Kriya Systems, is the first 
language that Is available only on the Macintosh. Neon is 
different from many programming languages because it 
uses data as '^objects" that the program moves around; 
this makes programming in Neon more intuitive than lan- 
guages In which you have to guess how the computer will 
handle your data. 

Other Programs 

There are hundreds of programs for the Macintosh that are not 
listed here. You can find advertisements and reviews of many 
programs in magazines such as MacWorld, A+, and Macazine. 
Some of these Macintosh products work directly with the 
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Microsoft applications and enhance their usefulness. 

Several of the Macintosh spelling programs work with doc- 
uments created by Word. A spelling checker examines each 
word in your text file^ looks up the words in its dictionary, and 
tells you which ones it does not recognize. It then lets you 
decide if you misspelled the words or if the program is just not 
familiar with them (for instance, acronyms and proper names). 
Since most of these programs are used primarily with MacWrite 
files, check whether a program works with Word before you 
buy it. 

If you invest in stocks or bonds, you can get current infor- 
mation on your holdings with a modem and the Dow Jones 
News/Retrieval Service, If you use Dow Jones' telecommunica- 
tions software. Straight Talk, you can also use its Spreadsheet 
Link package to read data from the service directly into Multi- 
plan spreadsheets. Spreadsheet Link relieves you of having to 
give commands to read the latest data every time you dial into 
the service. The program will automatically update any of your 
Multiplan spreadsheets with data from the service. 



Trademarks 

The following italicized names are trademarked products of the 
corresponding companies: 



Apple 

ClickArt 


Apple Computer, Inc 
T/Maker 


Copy II Mac 

Dow Jones News/Retrieval 


Central Point software 
Dow Jones and Company, Inc 


Excel 


Microsoft 


ExerLisp 

FileVision 


Expert elligence 
Telos 


Finder 


Apple Computer, Inc 


Helix 


Odesta 


Jazz 


Lotus Development Corporation 


Mac the Knife 


Miles Computing 


MacCobol 


Micro Focus 


MacDraw 


Apple Computer, Inc 


MacForth 


Creative Solutions 


MacFortran 


Absoft 


Macintosh 


licensed to Apple Computer, Inc 


MacPaint 


Apple Computer, Inc. 


MacWrite 


Apple Computer, Inc 


Microsoft 


M icrosoft 


Multiplan 


M icrosoft 


Neon 


Kriya Systems 


1-2-3 


Lotus Development Corporation 


OverVUE 


ProVUE Development Corporation 


Spreadsheet Link 
Straight Talk 


Dow Jones and Company, Inc 
Dow Jones and Company, Inc 
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